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PREFACE 

This volume of the Financial Handbook is divided 
into two parts. 

Part I is intended for officers of all departments 
including the Public Works and Forest departments. 
Part II describes the procedure to be observed in 
treasuries in respect of transactions with the public and 
with departments of Government, whether civil, 
military, railways, posts and telegraphs, etc. 

Any errors, inaccuracies or omissions which msf' 
be noticed in this book should be communicated to the 
Finance Secretary to Government. 

The rules have effect from December 1, 1925. 

E. A. H. BLUNT, 

Secretary to Government, 

Finance Department. 


Allahabad 
Jnly 27, 1925. 
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TREASURIES 


CHAPTER XTX. 


General IProcedure of Treasuries. 

Division of departments. 

_ 401 . The treasury is in general charge of the a.o. 260 
district officer, who may entrust the immediate execu- 
tive charge to a “treasury officer” subordinate to him, 
but he cannot divest himself of administrative charge 
The treasury is divided into two departments— -that 
of the accounts under the charge of an accountant, and 
that of the cash, stamps and opium (if any) under the 
charge of the treasurer. See, also 'Treasury Orders 4 
and 5(a) 

Charge, of Trea^swries. ^ , 

402 . No covenanted civil servant should be plai'cd 
in charge of a district treasury, except for the purpose 
of training as provided in paragraph 407(ii) or as a 
strictly temporary measure, pending the arrival of a 
deputy collector appointed to the post. 

403 . The charge of district treasuries should he 
entrusted to deputy collectors, hut may be combined with 
such definite charge of magisterial, reveime, municipal 
or other -work as raav not be incompatible with t»lie effi- 
cient performance of the primary duty of treasury ad- 
ministration. Frequent changes of treasury officers is 
Undesirable and should be avoided as far a, impossible. 

404 . The deputv collectors entrusted with the 
charge of treasuries sliould he, as far as possible, persons 
selected from among the whole body of deputy collec- 
tors for acquaintance with nr aptitude fnr accounts * 
which they may have evinced, and though rising in 
the genera] graded list of deputy collectors, they should 
ordinarily be employed on treasury duty at one station 
or another, and thus gradunllv become tlie trained and 
experienced agency which is desired. 
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405. Government servants in charge of treasuries 
should not be in any inferior position, as regards pros- 
pects of promotion, to others in the graded list who 
may be differently employed, and efficiency in treasury 
management should not be overlooked. 

406. Except as provided in the following rule, 
no deputy collector should remain in charge of a district 
or sub-treasury unless he has passed the departmental 
examination according to the higher standard, and has 
also been not less than three years in the service of 
Government. But if in a temporary emergency the 
appointment of a junior goivernnSent servant to the 
charge of a treasury becomes necessary, the fact should 
be reported to the Principal Auditor with the reasons 
for the appointment of the particular government 
servant. 

407. In order to ensure a better acquaintance 
wijth^the system of treasury accounts and of the revenue 
accounts — 

(i) an examination in treasury and local fund 

accounts and in departmental revenue 
accounts shall form a part of the test 
obligatory on all deputy collectors or 
other government servant’s at the depart- 
mental examinations according to both 
the lower and higher standards. The 
scope of the questions at the former will 
necessarily be somewhat elementary, but 
at the latter the candidate should be re- 
quired to exhibit a satisfactory general 
acquaintance with the whole system of 
accounts as prevailing in these provinces. 
A paper of questions on treasury and local 
fund accounts, set bv the Principal 
Auditor, should form a part of the exa- 
mination under each standard, 

(ii) every “covenanted” officer or deputy collec- 

tor shall, until he has passed the higher 
departmental examination, be placed, for 
purposes of training, in charge of a district 
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TREASURIES 

treasury, under the general supervision of 
the deputy collector ordinarily in charge, 
or some other competent government 
servant on the spot, for a period not less 
than six weeks or more than two months 
in each year. A certificate from the col- 
lector that the government servant in 
training has, under these provisions, duly 
attended to and satisfactorily discharged 
the duties of treasury officer shall be 
indispensable to the examinee being de- 
clared to have passed any departmental 
examination. 

408 . District officers are not to consider that by 
virtue of the foregoing arrangements for the immediate 
charge of treasuries their own responsibility is m any 
sense diminished. 

Responsibility of District and Treasury Officer^ 

409 . Detailed rules regulating the duties and 
responsibilities of district and treasury officers will be 
found in the manuals of the Principal Auditor. 

410 . The Principal Auditor directs his commum- c. a. c %e\ 
cations regarding treasury work either to the district 

officer or to the treasury officer. As the officer in 
general charge of the treasury, the district officer is 
responsible for the security of the cash balance w^th the 
stamps and opium, the immediate detection of any 
irregular practice on the part of the subordinates, the 
correctness of the returns and the pimctuajity of their 
submission and implicit obedience of the treasury officer 
to the instructions issued from the audit office. 

411 . District officers should remember that, when c. a c sea, 
an irregulaiity of any kind is brought to their notice by ^ 

the Principal Auditor, nothing but a report on their 
own knowledge, after personal investigation, can be con- 
sidered satisfactory. It is not enough for them to pass 
on the explanation of a subordinate ; reports prepared in 
this manner have more than once, bv hilling suspicion, 
led to greater irregularity afterwards. 
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A. c. 263. 412 . Detailed rules for dealing with treasuie, 

botli specie and currency notes, arc laid dowii in the 
Eesourco Manual issued by the Controller of the 
Currency. Those rules should be strictly followed, and 
no (lepartiiiv can be alloAi’cd without the previous sanc- 
tion of the local Government in the Tinance department. 

. A. c. 263. 413 . (a) A remittance of treasure, as soon as it 

is despatched from or paid out of a treasury, should be 
charged off in the cash book (paragraph 444), the words 
"Local cash remittance” or “Foreign cash remittances” 
being the first words of the entry. This rule does not 
apply to currency remittances (i.e., remittances from a 
currency office or from another currency chest) 

(h) Similarly,- immediately on the arrival of a 
remittance credit for the wliole invoiced amount should 
be given in the cash book, the same heading being em- 
ployed: the place whence the remittance is received also 
being noted therein. 

Custody of private funds in the treasury 

414 . Private money, boxes or other _ articles 
belonging to government servants, private individuals, 
non-Government bodies or institutions shall not be 
accepted for custody nor kept in Government treasuries 
except in cases in which permission may have been 
specially given bv the rules in paragraphs 35 to 40 or bv 
an orcier under those rules. Officers inspecting treasur- 
ies should give this matter special attention and bring 
to notice any infringement of this rule. 

Treasurer's department. 

c. A.C. 264. 415 , The treasurer should maintain a simple 

cash book (without subordinate registers) in which each 
receipt and payment is posted at the time of making it. 
The treasurer will sign and immediately return to the 
accountant (after the necessary entry in his accounts) all 
receipts for money received. He will stamp all payment 
vouchers “Paid” and retain them for delivery to the 
accounts department when the books are compared. 
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416 . When stamps or opium have been sold, tLe 
total sales should be entered before the cash book is 
closed, and a memorandum should be prepared and for- 
warded to the accountant, so that the iiecessarv entiy 
may be made m the accounts. 

Receipt of money. 

417 . The memorandum with which money is Ci a. c. zeo 
presented to be paid in will be handed first to the account- 
ant who, if it is in order in all respects, will sign it. 

Nest, the person making the payment will present it 
with the cash to the treasurer, who will count and test 
the money, enter the amount in his own book, and sign 
the slip, which will again be taken to the accountant 
for entry in his cash book and for the preparation of a 
formal receipt for his own or the treasury officer’s signa- 
ture Such a receipt only will be a proper acquittance 
If the memorandum is in duplicate, one copy may be 
made use of for the receipt given by the treasury. • • 

Note 1» — If a cheque on a bank is accepted m paynaent of Gorernment 
dues under the rules, the receipt for the actual chenue only should be given 
but the formal receipt for payment should not be issued until the cheaue 
has been cleared 

Note 2 — Bemittances made into treasuries by railways on last workmen 
day of a financial year should, on the authority of the railway chalans, be 
brought into the treasury accounts for the day on which 
they are received even thongh they remained unshroffed 
When, however, they are subsequently shroffed any exce=!ses 
or deficiencies which may come to light between the shroffed 
amounts and the sums previously brought into accounts should be adjusted 
with the Bailw^ay department in the treasury accounts lor April, the den- 
oiency in the manner prescribed in paragraph 138(a) of the Eesource Manual 
and the excess, unless refunded to the accompanying potdar, by creilit m the 
treasury account as an item of railway receipt. When a refund is made 
to a potdar, the treasury should send a separate intimation of the amount 
to the railway officer who made the remittance 

418 . Eeceipts for sums less than S'* 500 do not o. a. c. 266 , 
require the treasury officer’s signature All receipts will, 
however, be signed by the accountant, and as those for 

sums received by transfer in account will not be signed 
by the treasurer, the district officer will, by an office ■» 
order, designate the person who shall attach the second 
signature in the ease of sums under Rs. 500 

419 . The Public Works and some other depart- 268 
ments send a remittance book with, their payments to 

the treasury, and in it the treasury receipts should he 
given. The usual memorandum (or chalan) is required 



( 422 ) 


420 — 426] ACCOUNT rules [chap xix 

in addition to the remittance book, for use jn the 
treasury 

c. A. c. 266 420 . When slips in duplicate are tendered with 

cash the accountant may initial both and receiving both 
back signed from the treasurer may complete his signa- 
ture on one and return it as a receipt to the person 
who makes the payment, first obtaining, in the 
. case of sums of Es. 500 and upwards, the signature of 
the treasury officer. 

0 . A. c 266 421 . Cash should not be received from officers of 

^ Government for supplies of service stamps, which 
should be made only under paragraph 166. Nor should 
any receipts be granted for such supplies except when 
pavment is made therefor by a cheque drawn by an 
officer of the indenting department. A receipt should, 
however, be issued when service stamps are sold for 
cash to the public under the rules in the Stamp Manual. 
Whenever a receipt is granted it should be on a printed 
forre filled up bv the clerks of the treasury and .should 
always be signed bv the treasurv officer, whatever the 
amount may be. The sale of service stamns to officers 
of local funds or to Government officers in capacities 
connected with such funds is prohibited, vide paragraph 
366 

c. A. c. 266 . 422 . The Military department has a printed form 

of requisition for postage stamps. 

The treasury officer should return this form duly 
signed.., No separate receipt need be granted to the in- 
denting officer. 

O.A. c. 268 . 423 . The Public Works department has also a 

special printed form of indent for service postage stamps 
for use when the value of stamps is paid bv cheque. 
This form should be recorded in the treasury and not 
signed by the treasury officer as a receipt. 

424 . (Deleted). 

o. A c 266. 425 . When money has been paid into a treasury, 

the treasury officer should not sign a duplicate niei^- 
randum, or a eopv thereof, on the allegation that the 
original has been lost {vide also paragraph 75). 

c A. c 206 . 426 . In places where the treasury b’anks with a 

branch of the Imperial Bank of India the memorandum 
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must, except when otherwise provided, be presented to 
the treasury officer, who will enface it with an order 
to the bank to receive the money and to grant a receipt. 
Memoranda for sums less than Rs. 500 may, however, 
be enfaced by the treasury accountant. The memoran- 
da presented at a sub-treasury are invariably required 
to be enfaced by the sub-treasury officer. For the 
acceptance at such branches of cheques in payment of 
Government dues see paragraph 25 

427 . A special form of chalan has been prescribed ^ee. 
for the payment of income-tax into treasuries. The 
portion of the chalan which is marked “Original (to be 
returned to the income-tax officer)” should be sent !;o 

the income-tax officer concerned 

Payment of money 

428 . The bill or other voucher presented as ac. a. c. 26 ? 
claim for money will be received and examined by.ihe 
accountant and then laid before the treasury officer, 

. who, if the claim be admissible, the authority good, 
the signature true and in order, and the receipt a legal 
quittance, will sign the order for payment at foot of the 
voucher, taking care to adopt the precautions prescrib- 
ed in paragraph 47(c) Care should "be taken that all 
bills and vouchers passed for payment are paid on the 
same day. and that no payment is made except under 
the written order of the treasury officer. If the payee 
fails to appear to take payment on the day the ‘bill is 
presented, the payment order should be cancelled snd 
necessary changes made in the accounts 

1 The procedure to be followed by treastiiy officers dealing with 
demands not provided for by rale is laid down in paragraph 42 

429 . A register should be kept in each treasury c. a c. 267 
showing the names of all gazetted government servants 
drawing their pay from that treasury, and as each pay- • 

slip is received from the Principal Auditor the amount 
of pay and allowances which it sanctions should be 
entered against the name of the Government servant 
concerned. As each pay bill is presented for payment, 
reference to this register should be made to see that the 
sanctioned rate is not exceeded. 
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0 . A. c. 207. 430. The treasury officer should take special 

care to see that leeeipt stamps are so defaced that they 
cannot be used again, and ofier no temptation to tlie 
abstraction of vouchers for the sake of the stamps upon 
them. Several cases of the loss of vouchers have occurr- 
ed owing to tiie neglect of this precaution 

c. A. c. 267 431 , No payment is to be made without the 

orders of the Principal Auditor to a gazetted govern- 
ment servant transferred from another province or from 
another department or on return from leave out of India . 
See treasury orders 21 and 22. 

Note 1 Ail treasury officers will be supplied with a copy of the 
specimen signatiues of the diffeient gazetted of&cers of the Audit depart- 
ment who are authoiized to sign payment orders on bills and vouchers oi 
issue letters of authority for payments to be made at treasuries Before a 
treasury officei pays a lull on the authority of an order purporting to have 
been issued from the Audit Office, he should certify the signature on the 
order by comparison uith the specimen signatme of the signing officer. 

2 The Accountant General, Central Bevenues, may, with the con- 
currence of another Accountant General, issue payment orders direct on 
selected treasuries outside his jurisdiction The procedure prescribed in 
not^ 1 will he applicable m this case also. 

0. A. c. 268 . 432. The treasury of&cer has to satisfy not only 

himself, but also the audit department, that the claim 
is valid; and has further to prove that the payee has 
actually received the sum charged. Careful attention 
must therefore be given to the rules regarding the com- 
pletion of vouchers, referred to in paragrapli 47. The 
treasury officer must have sufficient information as to 
the nature of every payment he is making, and is "with- 
out excuse if he accepts a voucher which does not 
formally record that information, 

1 Careful attention should be paid to the provisions of paragraphs 
44, 45 and 48- 

2. When bills presented for payment contain obvious arithmetical 
mistakes or trifling mistakes which can easily be corrected, a treasury or 
sub-treasury officer should not return such bills, but should correct them 
(see treasury order 24) and pay the corrected amount of the bills Similailv, 
where bills contam doubtful items, which can easily be eliminated the 
treasury or sub-treasury officer should disallow the doubtful items and pay 
^ the remainder of the bill In all cases the corrections made and th« 
reasons therefor should be intimated to the presenter of the bill and, if 
necessary, to the Principal Auditor (or the treasury officer m the case of 
pavments made at a sub-tieasury) 

a A. c. 269. 433. After the voucher has been completely en- 

tered in the accounts and the order to pay signed by the 
treasury officer, it should be passed on, together with 
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the payee, to the treasurer’s department, when the 
treasurer will make the payment, punch the stamp, 
stamp the voucher “Paid,” and retain it for delivery to 
the accounts department when the books are compared. 

434. The treasurer will enter the payment in his 
account which is a cash book (without subordinate re- 
gisters) in which each transaction is posted as it occurs. 

1. When a payment is made “by tiansfer,” that is by entry of 
the amount in the accounts as received under some head of receipt, no pay- 
ment of cash takes place and the item will not find a place in the treasurer s 
cash book, nor should the voucher be stamped “Paid” by him 

N B . — Cheques received in payment of valhe of service stamj-s should, 
however, be entered m the treasurer’s cash book on both sides. 

2 When a payment is to be made by transfei to a bead of revenue or 

receipt for which a register is maintained (say, for example, Land Eevenue), 
the payment order should indicate the majoi and detailed heads affected, 
and should run — “Phy B by transfer to credit of Land Revenue ^ 

Fixed collections ” 

3 When the entnes in the accounts aie lomplete, the voucher should 

be stamped by the accountant “Paid by transfer “ 

435. Under treasury order 2 the term “treasuiy^’ c a. c. 27o. 
.includes a sub-treasury. The procedure in regard to 

the receipt, custody and payment of money at district 
treasuries is therefore generally applicable to sub- 
treasuries also, save that, with the exception of certain 
bills of gazetted government servants of the Public 
Works department and with certain other local excep- 
tions enumerated in the manual of the Principal Audi- 
tor, no bill may be paid at a sub-treasury without being 
first submitted to, and payment directed by, the district 
treasury of&cer. {See paragraph 45 and rules 2 and 3 
under it.) 

All receipts for money paid in at a stib-treasuiy 
should be signed by the sub-treasury officer as the rule in 
paragraph 31 authorizing the accountant and the 
treasurer to sign receipts for sums less than Rs. 500 
is not applieahlp to sub-treasuries. * 

Hote 1. — ^Where siib-treasxiries have been permitted to cash certairr 
classes of bills without refejfence to the district treasury officer, the payment 
©f such bills should not, except under special arrangements and on particu- 
lar occasions, be allowed at the district treasury also 

Note 2 — Service postage stamps may be issued direct from sub-treasuries 
an the presentation of the bills without the bills being first passed' by the 
district" treasury of&cer See paragraphs 166 and 628, 

2 
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3. A. 0. 271. 436. Govoniment servants of certain departments 

are authorized to obtain funds from sub-treasuries by 
means of cheques Any extension of the system will 
require the sanction of the district officer, which sanc- 
tion will be subject to the vote of the Deputy Controller 
of the Currency if that officer is of opinion that it will 
cause extra expense, direct or indirect, by the locking up 
of funds in sub-treasuries, or any radical change in the 
character of these offices which are collecting depots 
and not disbursing treasuries. 

Cheques and Letters of Credit. 

D. A, 0. 273. 437. Cheque books for use on treasuries and the 

Imperial Bank of India, head office or branch, are ob- 
tained by certain drawing officers from the district 
treasury concerned, vide paragraph 54 Stocks of books 
required for this purpose will be kept by the treasury 
officer, supplies being obtained annually from the Prin- 
cipal Auditor. Cheque books should on receipt be 
examined carefully and the number of forms in eacli 
book should be counted. Similarly, they should be • 
examined again when issued to disbursing officers, and 
care should be taken to see that they are acknowledged 
by the latter promptly. 

Note — This rule also applies to departmental receipt books, form no. 1 
referred to in paragraph 26 

0. A.c. 274 . 43S. (a) When a cheque is presented care should 

be taken to ascertain, by examination of its printed 
numlfer, that it really was taken from the book notified 
as in use by the government servant who is said to have 
signed it. The instructions given in paragraphs 53 to 
66 should De specially borne in mind. 

(b) Cheques crossed in accordance with the provi- 
sions of Chapter XI V of the ISTegotiable Instruments Act 
should be honoured when presented at the treasury 

1 If the payee is unknown at the treasury, the treasury ofiicer 
should make any inquiries he thinks necessary and should specially consider 
the date, serial number and amount of the cheque as well as the hand- 
writing, and, if suspicion arise, he may defer payment until he has referred 
to the drawer 

2 Pass books sent to the treasury to be written up should ordinarily 
be returned to the drawing officer the same day. 

c. A. c. 276. 439. Ever^'' payment made on the authority of 

any letter of credit must without fail be noted against 
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it at the time of passing it under the treasury officer’s 
initials. This has been specially provided for in the 
case of Eailway department cheques, which are charged 
in the register of cheques paid (form no. 74) and in the 
railway officer’s pass book. A similar plan may be 
followed for other departments, but either on the re- 
verse of the letter of credit, or in form no. 74 or a similar 
form a note must be made and a balance struck each 
time a cheque is paid at the district treasury. 

440 . The treasury officer must bear in mind that c. 276. 
the letter of credit shows the maximum amount 

he has authority to pay or the government servant cre- 
dited has authority to ask for, and any further payment 
is made at the treasury officer’s risk ; he should therefore 
be careful so to record the progressive total of his pay- 
ments that there may be no risk of overpayment. 

Note — A letter of credit iS; only an authority to honour drafts and 
payment can only be made on cheques or drafts drawn against it. A 
Government servant in whose favour a letter of credit had been ifisuei on 
a treasury where the Government balance was kept at a branch bank drew ’ 

a cheque in his own favour for the whole amount and opened a separate 
drawing account, this piocedure was most irregular, and the treasury officer 
should have reported to the audit officer as soon as circumstances caused 
him to suspect the iriegularity, as the entry in the bank’s account or the 
voucher attached to it should have caused him to do the same day 

441 . When a branch of the Imperial Bank of 275 . 
India conducts the duties of a government treasury, 

the letter of credit may be passed on to the bank if the 
departmental officer requires funds only at headquar- 
ters; but if he requires funds both at the headquarters 
and at a sub-treasury, the treasury officer will retain 
the letter of credit, and will provide funds at the sub- 
treasury, advising the bank of the amount to be placed 
to the credit of the departmental officer at the headquar- 
ters. 

442 . Letters of credit lapse at the close of the 0. a. o. 277. 
financial year in which they were issued; a cheque drawn^ 
before, but paid after, the end of the year will be taken 
tagainst the letter of credit of the year in which it was 
drawn. If this causes overdrawal of the credit, the 

excess will be treated as an overdrawal, and the atten- 
tion of the authorities concerned should be drawn to the 
irregularity. 
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c, A. 0. 443 . In the following cases letters of credit lapse 
after the dates noted against them ; — 


Department 

Date of lapse of letter of credit 

Bailway department . . 

Six months after the esJpiration of 
the financial year in which the 
letter of credit was issued* 

Postal and telegraphs . 

For post office at close of month for 
which issued. j. 

Survey department . . 

ir-t* 

At end of month following the period 
for which issued, or in the case 
of special letters of credit [para- 
graph 602(e)] after on© month 
from date of issue. 


Entry in accounts. 

c. A. c. 278. 444 . (a) Every item received or paid must be 

entered at once in some register subsidiary to tlie cash 
bofflr and numbered in a consecutive monthly series for 
each register. 

(b) Form no. 43 is that prescribed for the casli book 
which should be maintained in two separate parts — one 
for receipts and the other for expenditure. 

(c) All departmental receipts for which separate 
returns are submitted will be recorded in separate regis- 
ters in form no. 46, in which columns should be provided 
for any necessary detailed heads, but no other details, 
such ak the amount of daily receipts or the names of 
persons paying in money, mil be required. From these 
registers daily totals will pass into the cash hook. 

(d) All payments will likewise be recorded in sepa- 
rate registers in form no. 47 according to the various 
classes of payments; from these registers daily totals 

r will pass into the cash booK. 

(e) For deposit and bill transactions and for some 
other special register forms are prescribed as laid down 
in the following chaptets * — 

Kote — T ite word's “separate register^ do not necessarily imply a 
separate volume. It is often convenient to include , sever^al registers witliin 
tlie same volume, a set of continuous plages being set aside for each 
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1. 'In the case of receipts remitted by postal 
money-orders and adjusted by book transfer under 
paragraphs 695 and 696, entries m the subsidiary re- 
gister concerned may be made daily m lump under each 
detailed head of account, provided that they are entei’ed 
in sufficient detail in the departmental registers and that 
daily returns are submitted to the treasury. 

2 The net cash payment only should be entered in 
the list of payments though all deductions must 
be detailed in the bill; there must not be a gross 
debit with a per contra credit, even when a sum is being 
• recovered under the Principal Auditor’s orders. The 
following are the exceptions to this rule of net debits • — 

(1) In the case of income-tax deducted Irom bills 

for interest on government securities and 
from the pay, establishment and pension 
bills of officers and establishments whouRje 
under the audit control of the audit officer 
to whom the treasury accounts are render- 
ed the gross amount of the bills will be 
charged and the income-tax deductions 
will be credited, but when the bill relates 
to an officer or establishment who is in 
another audit circle the net payment only 
will be shown 

(2) In the ease of local funds the gross amount 

of a voucher will be charged an^ the 
deductions credited 

• fS) When a deposit is subject to abatement, the 
full sum must be charged, and the sum 
abated brought to credit 

(4) In the case of bills containing deductions on 

account of contributions to the Indian 
Civil Service Familv Pension Fund the • 
gross amount will be charged and the 
recoveries credited to XXXIII — ^Eeceipts 
in aid of Superannuation. 

(5) In the case of bills containing deductions on 

account of the rent of public buildings 
(including electric installations, water 
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supply, etc.) borne on the books of the 
Public Works department, the gross 
amount will be charged and the recoveries 
credited to the public works revenue 
Or capital head concerned as noted in the 
divisional officer’s demand (Form no. 3); 
see paragraph 107 A. 

(6) In the case of postal insurance premia de- 
ducted from the pay bills of officers and 
establishments under the jurisdiction of 
another accounting circle the gross amount 
of the bills will be charged and the deduc- 
tions on account of premia credited * 
direct to the Postal department. 

Notr — T rust interest payment orders issued bv the controller and the 
deputy controllers of the Currency do not come under exception (1). In the 
case of these orders the net cash payment only should be entered in the 
list of payments 

3 fractions of a pie are not to be entered in the treasury accounts and 
should neither be received nor paid 

O.A. 0.279. 445 . {a) From the cash book and the registers 

subsidiary thereto the entries will be made in the cash 
account and list of payments which are sent to the 
Accountant General on the first day of the following 
month and in the schedules which are sent in support 
of these documents. 

(6) The cash account and list of payments will be 
prepared in Forms nos. 48 and 49 respectively, in which 
head§ of receipts and payments will he printed in the 
order prescribed by the Accountant General. The form 
and number of schedules will be determined by the 
Accountant General according to local convenience, 
subject to the observance of the following general 
principles in the case of treasuries wffiich are not under 
the control of the Accountant General, Central 
Revenues : — 

(i) There should be separate schedules of the 
receipts and expenditure for each department and for 
each major head of account not relating to any particular 
department. AH revenue receipts and service payments 
should appear in on^ or other of these schedules. Re- 
ceipts on account of a department for which descriptive 
major heads are not opened on the receipt side should 



( «1 1 


CHAP XIX] GENERAL PROCEDURE OP [455 

TREASURIES 

be included in the schedule for the maior head 
‘ ‘XXXV— Miscellaneous’ ’ . 

Note 1 — In the case of small departments or of major heads under 
winch the kansactions are few, two or more such departments or major 
heads may, at the discretion of the Accountant Geneial, be treated as re- 
lating to a single department 

Note 2 — Wheie a separate schedule has been prescribed by the Accountant 
General, it should invariably be prepared, even if there be no transactions in 
■the treasury accounts under the head concerned during the period in respect 
of which the schedule is prepared In such cases the schedule will show 
the transactions as “ml” 

(li) Transactions of the Central Government 
should be shown in separate schedules, one of which 
should he reserved for pensionary receipts and charges 
• and another for the transactions of the Public Works 
department. 

(lii) Miscellaneous items of receipts and recoveries 
of service payments will be shown with full particulars 
in the receipt schedules of the department by or at the 
instance of which the money is presented at the 
treasuries. 

(iv) Advances of pay, travelling allowances, etc. 
to government servants and recoveries of such advances 
should be included in the schedule of department to 
which the government servants concerned belong. 

(v) Payments relating to personal claims of gazett- 
ed officers should he shown in a separate column, suoli 
payments should be submitted in duplicate. To facili- 
tate posting, the form and size of the payment schedule 
and those of the subsidiary register of payments'* at the 
treasury should be one and ihe same, so that the pay- 
ments may be recorded simultaneously in both docu- 
ments by carbon process, two sheets being" used as the 
schedule and the third as the subsidiary payment regis- 
ter. As an alternative to the procedure prescribed 
above, nayments relating to the personal claims of 
gazetted officers may he entered in a separate covering • 
list, the total of which should be brought forward as a 
single item in the relevant schedule of payments. 

(vi) The vouchers for refund of revenue should he 
entered in a separate subsidiary schedule for each' 
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department, and the total of this schedule should be en- 
tered as a distinct item in the lelevant schedule of pay- 
ments. As an alternative to this procedure, the re- 
funds of revenue may be sliowii in a separate column in 
the payment schedule of the department of major liead 
concerned. 

(vii) Ordinarily each schedule of payments should 
be in two parts. The total of the first schedule of pay- 
ments, which is sent to the Accountant General, on the 
10th of the month, should be added below, and added 
to the total of the second schedule of payments, so that 
the grand total in the latter may agree with the 
entry in the list of payments. 

(c) The entries from the cash book and registers 
subsidiary thereto into the cash account, lists of pa\’- 
raents and accompanying schedules will be made in ac- 
cordance with the following orders ; — 

(i) Those transactions which, under the orders 

^ in force, have to be recorded in full in any 

one of those documents should be entered 
therein on the date on which they ajipear • 
in the cash book or on the following 
day, provided that the transmission of the 
cash' account and lists of payments on the 
due dates is not thcrebv retarded. 

(ii) The lump entries appearing in the cash 

account, lists of payments and accompany- 
ing schedules must be made therein in 
• time to permit of the completion of those 

returns and their submission to the 
Principal Auditor on the due dates. 

Noth. — A t th* tim^e wlieo. the lists of paymeats are submitted to the 
audit oflficer, the income-tax schedules prescribed m the note to paragraph 
106 should be sent to the income-tax officer concerned direct with an invoice 
m the following form or through the audit officer as the Income-tax 
Commissioner of the province may diesire (see note 2 under paragraph 106 
of Part I) ' 

^ ^Treasury 

Bated 

^income-tax schedules enclosed 

Treasury Accountant 

O.A. c. 280. 446. The vouchers pertaining to each schedule 

■ should be numbered consecutively in a monthly series 
as they are entered therein, and should, when received 



( 438 ) 


CHAP XIX ’ GENERAL PROCEDURE OF [M7 — 550 

TREASURIES 


back from the treasurer after the closing of the day’s 
accounts, be arranged in their numerical order, and 
kept in that order under lock and key till despatched. 

* Sub-Treasury Accounts. 

447 . From the sub-treasiirics a daily sheet 
(supported by vouchers) is received reporting the receipts, 
payments and balance of the day; and the receipts and 
payments (after examination) are to be posted from it, 
on the day of receipt, into the accounts of the district 
treasury in the same way as if they had taken place at 
it. But they do not pass into the treasurer’s cash book. 

Note. — If a treasury officer owing to the volume of sub-treasury transac 
tions finds it difficult to '■crutimze each and every sub-treasury voucher, he 
may at his discretion leave over the work to the accountant, a percentage 
check not less than 20 per cent being effected liy him. All vouchers 
checked by the treasury officer himself must be initialled b,v bim as a token 
of the fact that he has exercised the check 


448 . Remittances of cash between the district o- 
treasury and any of its sub-treasuries otherwise than 
through currency, and transfers between currency euid 
treasury made under paragraph 39 of tlie Resource 
Manual, are not to be entered in the cash book of the 
district treasury, either as payments when the remit- 
tance is made, or as receipts when received. They will 
necessarily appear as payments and receipts in the cash 
books and daily sheets of the sub-treasuries concerned, 
but will be excluded in posting the district accounts, 
in which they will thus remain part of the balance A 
complete check over these remittances is obtained by 
means of the accountant’s balance-sheets. (See para- 
graph 457.) 


Note. — If, however, there is a branch of the Imperial B«ink of India at 
either end doing the work of the district or of the sub-tieasury, the remit- 
tances and transfers should be treated as local cash remittances and debits 
for remittances sent and credits for remittances received, also th? correspond- 
ing credits and debits in the sub-treasury daily sheets should appear in the 
cash book of the district treasury as well as m the cash accounts and lists 
of payments 

_ 449 . Payments are generally made at sub-trea- 
suries on cash orders issued by the district trea.sury. 

450 . The method of adjustment of cash orders is 
explained in paragraph 549 '(See also rule 2 under 
paragraph 45.) 


0* A. 0. 283. 
C. A. C. 283. 


See paragraph 435 
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c. A. 0. 283. 451 . Cash orders outstanding for more than three 

months should bo held as lapsed and should be stopped, 
the charges they represent being cancelled and adjusted. 

If payment is subsequently claimed, the claimant should 
forward tlie lapsed cash oi’dci’ to the treasury officer 
who will arrange for the payment, a note being made 
against the entry concerned in form no. 57 so as to pre- 
vent a second repayment The adjustment in the ac- 
counts of the amounts of lapsed cash orders wall be made 
by the Principal Auditor. 

0. A. c. 283. 452. A statement of lapsed cash orders should be 

submitted with the monthly cash accounts specifying 
(1) in the case of cash orders issued for service payments • 
the number and date of the vouchers in whicli the 
charges were originally drawn, and the name of the 
government servant by whom they were drawn, and (2) 
in the case of cash orders issued on behalf of a ward’s 
estate or municipality, the number and date of the 
cheques. The total amount of cash orders included in 
the monthly statement should be deducted from the 
closing balance in the plus and minus memorandum and 
a note made m the .ledger (form no. 57) against items 
included in the statement that they have been reported 
to the Principal Auditor for adjustment as lapsed. 

Closing for tlw day. 

0 . A. 0 . 284 . 453. The process of closing accounts for the day 

is explained in the followung rules. 

0 . A. 0 . 284 . 454. The daily total of each register will be en- 

tered in the cash book, which will then be totalled, and 
the balance* memorandum at the top of the accountant’s 
balance-sheet (form no 50) will tlien be drawn up. To 
the account balance thus brought out the additions and 
deductions indicated in the form will be applied so as 
to bring out the cash balance at the district treasury. 

c, A. c. 284. 455. Meantime, the treasurer will also sum both 

sides of hisi cash book and draw up his balance memo- 
randum in the form of the treasurer’s daily balance-sheet 
prescribed in the Eesource Manual. 
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456. If the results shown in the two balance- o. a. o. 284 . 
sheets agree, the treasury officer should sign the two cash 
books and the tivo balance-sheets. He should first 
satisfy himself of the correctness and good order of all 
these documents and should give special attention to the 
reconcilement of the account balance of the district with 
that actually in the headquarters treasury; the latter ex- 
cludes the balance in sub-treasuries or under remittance 
within the district which the former includes. 


1. The following is a memorandum of some of the moie important parts 
of the verification The treasury officer should— 

(1) Compare each entry of a payment in register with the payment 

order (paragraph 429), ticking off each vouchei as it is passed 
(This will not be necessary if the treasury officer adopts the 
alternative plan of having the account entry presented to him 
for initials at the same time that he signs the order of pay- 
ment ) 

(2) Examine at least two of the totalhngs on each side, marking the 

total as 

(3) See that the totallmgs are correctly carried from register to cash 

book, — initialling the totals as he thus compares them 

N B — This must be done, m the case of receipt registers, even when 
the total for the day is blank; but it is not necessary to initial blank pay- 
ment registers In the case of banking treasuries it is not necessary for 
the treasury officer to initial the receip-t register when the total for the day 

IS blank as the actual transactions of receipts occur at the bank and the 

treasury cash book is taken from the hank’s daily account If the number 
of blank receipt registers is great, the following plan may he adopted Such 
registers as are only rarely required for entry ma-'^ be bound in a single 
volume and kept under the treasury officer’s own lock When the volume 
IS required for an entry, he should give out the register for the purpose 
and' he should receive it hack at the time of signing the daily accounts, 
carefully seeing in doing so that all new entries in it are correctly carried 
to the cash book, and initialhng them accordmgly It is obviously 

necessary to guard against fraud or mistake of omitting to bring an entry 

from these registers upon the cash book; and this precaution is not 
complete if the treasury officer examines only those registers from which 
an entry is made upon the cash book 

(4) Have the totalling of the cash book veiified by himself or some 

principal subordinate officer, other than the accountant, who 
should initial it as correct. ’ 

(5^ See twice every week that all vouchers are properly arranged— 
paragraph 446, 


457. Before signing the treasurer’s daily balance- ^ ^ c 284 
sheet, he should roughly verify the balance in the sole^' 
charge of the treasurer, as shown in that sheeet, and 
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satisfy himself tliat the whole balance in sole charge 
of the treasurer never exceeds his current requirements. 

0. A. c. 284. 458 . The treasury officer should also satisfy him- 

self that no uncuri'cnt coins arc left in charge of the 
treasurer, and that no more small silver and copper coin 
is so left than is actually required for current use 

0. A. c. 284 . 459 . He should always be careful to sign the 

treasurer’s balance-sheet on the evening of the day itself 
to which it refers, but the signature and comparison of 
the accountant’s books need not be made till the following 
morning unless the office is to be closed for two or more 
days. The accountant’s balance-sheet must not be 
signed until it has been carefully agreed with the trea- 
surer’s. 

1 I’he intention of the above rule is that ordinarily the treasurer’s 
balance-sheet should be compaied and agreed with that of the accountant 
before closing the treasuiy for the day, and it is only when pressure of work 
renders this impossible that the comparison may be postponed till the follow- 
irj^ morning When this is necessitated, the certificate o%er the tieaaury 
officer’s signature at foot of the treasurer’s balance-sheet should be altered 
m manuscript by cancelling the words “agreed with the accoimf ant’s daily 
balance-sheet and” before the form is signed by the treasury officer, which 
it must be before closing for the day. An additional certificate will then be 
added and signed b} the treasury officer on the following morning, viz.^ 
“agreed with the accountant’s daily balance-sheet.” For the 31st March 
and first few da}s of April it will bo necessary for the accountant to prepare 
a sepal ate rough balance sheet on each of these days for comparison with 
that of the treasurer, as the completion of the accountant’s balance-sheet 
for the Slsti March has to await the receipt of the sub-treasury accounts (see 
paragraph 460 ) 

2. In the accountant's balance-sheet there is not on© figure wdnoh the 
keasury: officer has not ample means of verifying, the opening ontuos agree 
with closing ones of the preceding day; the receipt and charge are taken 
from the cash book , the amounts shown as sub treasury balance can be 
ascertained in a few moments from the daily sheets of sub-treasuries, and 
any change made since the previous day in the amount under remittance 
within the distr^t must be supported by an entry m the sub-treasury sheets 
or in the treasurer’s cash book The balance in the district treasury xs shown 
m the treasurer’s balance sheet, and in that part of it wdiich is under joint 
locks no change can be made without the active intervention of the treasury 
officer himself 

3 Under note 2 to paragraph 475 the daily account of a branch of the 
Imperial Bank of India carrying on the business of a government treasury 
may, with the concurrence of the Principal Auditor, he submitted to the 
treasury officer on the morning of the day following that to which it refers. 
In such cFses the sign.iture and comparison of the accouiv ant’s books may 
be made in the following morning instead of m the morning of the day on 
which the Bank’s account is received, provided that pressi re of work renders 
it necessary so to postpone it, 
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Closing for the month 

460. As it is absolutely necessary that the figures o. a, c.zss. 
given in the different receipts, accounts and returns 
exchanged with other departments should exactly agree 

with those shown in the treasury account, the formal 
closing of the accounts of the several sub-treasuries for 
the month should be fixed for the latest date which 
will leave no risk of non-receipt of that day’s returns 
at the headquarters treasury before the end of the 
month : any transactions of a later date must be ex- 
^ eluded from the returns. The transactions of every 
’sub-treasury on all days, from 1st to the fixed closing 
date, are incorporated in the account of the headquar- 
ters treasury on the day on which the daily sheet is 
received; those of later days can only be brought on 
the accounts of the next month, even though the daily 
sheet is received before. To this rule, however, thes»> 
is the one exception of March, for which the head- 
quarters accounts are kept open until receipt of daily 
sheet of every sub-treasury for March 31, in order that 
all receipts and payments taking place at sub-treasuries 
within the official year may without exception be brought 
into the accounts of the year. 

461. In addition to the usual daily closing, the o a c. 286 
month’s totals of the registers should be carried into 

the cash account in the case of receipts, and into the list 
of payments in the case of payments; the cash account 
should be closed with an abstract in the subjoined form, 
the cash verified by actual counting and the cavih balance 
report made out as directed in the Resource Manual 
issued by the Controller of the Currency : — 

Form of closing abstract of the cash account 

Rs. a. p 

OpeiHng balanc3 . . 13,426 1 0 

Oash receipts . , , , . 24,623 2 4 


Total, r ceipts 


38,048 3 4 
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Hs. a p. 

Payments 1st lo 10th as per’** 12,462 14 0 

Payments, 11th to 31st * 3,231 3 6 

* 


Total, payments 

Cosing balance as per cash balanco report 

15,694 

22,354 

1 6 

1 10 

Total, charge 

38,048 

3 4 


Note 1.— -The treasiuy oflicor has xio difcculty m applying an effective 
check upon the cash accounts when it is laid before him Il& opening and 
closing balance aie not deductions fiom accounts, but are statements ot fact 
certified by the district otficei to ha\e been ^eiified by actual enumeration of 
com. Does the difieience between the receipts as shown in the cash book 
and the amount shown in the list of payments account for the difference 
between these facta? Do tin* erj^nes from the registers agree with the 
totals of the details of tb se books? If, ai any ’time, the treasury officer 
be unable to compare all, -a least he may compare the entries in the plus 
and minus memoianda of deposits, stamps, etc., with the entries in the 
account, eg, the plu^ and miyius memorandum shows a reduction in the 
stock of judicial stam^d u» the value of Ba.5,000, if the credit in account 
be less, where is the re'^eipt from another treasury for stamps supplied"'* 

Note 2.— Any amount found surplus m treasury balances should be 
biought to account tinder the head “XXX V-— MisceUaneous—Miscellaneons 
Central “ Similai sui pluses found m the Cuirency Chests are credited to 
the minor head “Value ot unclaimed currency notes” or “Miscellaneous” 
undei “XXVlI—Cuuencj ”, according as the excess represents notes or 
com. 

“ Accounts and Betunis to the Pnncipal Auditor. 

462 . The cash account, the list of payments, and 
the various schedules, which have already been prepared 
from day to day, and vouchers supporting them, should 
be despatched to the Accountant General, on the first 
day of the following month (the first schedules of pay- 
ments with vouchers should already have been despatched 
on the 1 0th of the month) . 

Any avoidable delay on the part of any district 
officer in the despatch of his accounts will be viewed by 
the local Government with severe displeasure. 

1. The returns duo for despatch on a holiday may be sent one day 
(Jbut not more than one day) late. 

2 The vouchers pertaining to each schedule of account should be num- 
bered in a separate series, and kept under look and key in the order of 
payment till they are despatched, before despatch of the list of payments 
and schedules the treasuiy officer should, by inspection, satisfy himself that 
the lequired vouchers are all attached He will find it profitable at intervals 
during the month to take ap a schedule and see that all its vouchers are 
present and in proper order As no payment can be made without a 
voucher, there can be no excuse for the absence of any unless it be that for 
a specie remittance 

3 The hills for the pay and allowances of a gazetted Government 
servant who is about to retire ojr to proceed on leave out of India should be 
submitted to the Frmcipal Auditor for special audit on the date of payment 
or as soon afterwards as hia intention becomes known to the treasury officer 


*The word should be inserted at this space if the treasury 

renders the account to an accounts office where the departmental system 

of accounts — JlSlL. been introduced, 
has not 


a A. 0. 287' 
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463 '. The cash balance report for the last day of c. a. c. 287 . 
the month prepared in the manner indicated in Chapter 
II of the Resource Manual should be sent to the Deputy 
Controller of the Currency on the due date. 

Note - — ^District officers should pay special attention to the rules in 
the Eescurce Manual regarding the verificaiion and certification of the 
monthly cash balance and to the signing of che monthly cfsh account 

464 . In addition to the returns referred to in c. a. c. 288. 
paragraphs 462 and 463 pZtts and minus memoranda 

must be submitted with the monthly account showing, 
the transactions on account of deposits (paragraph 555), 
of local funds (paragraph 721) of each kind of stamps 
. (general, adhesive, bill, court-fee, postage stamps) and 
of excise opium. The deductions from balance should 
tally with the corresponding entries of receipt in the 
accounts (except as regards postage stamps referred to 
in paragraph 715 and stamps sent to other treasuries or 
sub-depots), and the closing balances should be certified 
as agreeing with the various stock registers and accounts 
maintained in the treasury Memoranda may also, with 
' advantage, be required of the outstanding balances of any 
class of advances which the district ofl&eer has authority 
to make (e.g., land improvement advances). For all 
these the same form may be used, showing in vertical 
columns (1) Name of fund or stock, (2) Balance from 
last month, (3) Additions to balance this month, (4) 

Total, (5) Deduction from balance, (6) Balance at end 
of month. , 

Note 1 — ^The plus and minus memoranda should be submitted in such 
separate parts as may be determined by the Accountanr (3reneral Those 
relating to particular departments should be furnished, wherever this is 
possible, on the reverse of the receipt schedules concerned. 

Note 2 — No difference should" ever exist between the*closing balance 
of one month and the opening balance of the ; any addition to, or 
deduction from, balance should be made by a special entry to be explained 
by a foot-note. 

465 . Notices should be posted up conspicuously c. a. c. 290 . 
in the office of the hour at which, the treasury closes for • 
receipt and payment of money, which should be at least 

an hour before the end of the day’s work, in order to 
give time for closing and agreeing the accounts. 

Note. — ^If any rule or order requires that the treasury on any day be 
kept open ^till a named hour, the accounts cannot, of course, be 
closed till after that time, but should then be closed and! agreed in the 
usual manner before any one leaves office. 
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c. A. 0.291. 466 .' Treasury officers should themselves_ see that 

the notices which they are required to exhibit', under 
standing orders or other instructions received from time 
to time, such as those regarding the encashment of 
currency notes, the supply of small silver coin, nickel 
and copper, are exhibited conspicuously in places which 
the public enters freely and that no favouritism is shown 
in the conveniences which the treasury can offer. 

Treasury Inspection. 

c. A c. 29 -> 467 . Each district treasury will be inspected by a 

gazetted government servant of the audit department. 

468 . A brief report of each inspection will be * 
drawn up by the inspecting officer. It will be in two 
parts, one relating to matters governed by rules ad- 
ministered by the Controller of the Currency and the 
other dealing 1111-11 all other points The first part 
will be forwarded direct to the Deputy Controller of the 
Currency, who will pass it on to the district officer con- 
cerned. " It will be returned by the district officer with a . 
report of the action taken by him. The Deputy Controller 
of tlie Currency may refer to the Commissioner of the 
division any matter brought to notice in the report which 
he considers should receive attention by the Commis- 
sioner or in respect of which he considers that the 
action taken by the district officer is inadequate. The 
second part is forwarded to the Commissioner of the 
division concerned with a request to have necessary 
action taken thereon by the district officer and to return 
it with the district officer’s report of the action taken 
and the Commissioner’s own comments where neces- 
sary. Points which carwaot even then be settled and all 
important irregularities will be reported to the local 
Government. The general results of the inspections and 
the final orders passed thereon, so far as the second part 
of the report is concerned, will be summarised by the 
Principal Auditor and included in his annual review on 
the working of treasuries. A similar summary of the 
results of inspections in regard to the first part of the 
reports will be submitted to the local (^vernment 
annually by the Deputy Controller of the Currency 
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469 .. Under Treasury Order 5 the responsibility c. a. c. 294. 
for the proper management and working of the district 
treasuries rests entirely with the local revenue ofl&cers 
acting under the orders of the local Government, and 
no portion of this responsibility should be imposed on 
the Principal Auditor. The system of inspection of 
treasuries by officers of the audit department has been 
substituted for the inspections previously carried out by 
Commissioners and is not intended to relieve the district 
officers of their responsibility in the matter of manage- 
ment and inspection. 
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CHAPTBE XX. 


Special eules foe treasuries bankixg with a 

BRANCH OF THE IMPERIAL BaNK OF INDIA. 

General. 

470. The following rules for the guidance of col- f- a. c. 29s. 
lectors and treasury officers and of the agents and ac- 

, countants at the branches of the Imperial Bank of India 
in conductmg the business of the GoYernment treasuries 
bankmg with such branches, include information on 
most points likely to arise. The term “collector” 
includes the government servant m charge of the 
treasury, by whatever designation he may be called. 

471 . In cases of doubt, and.^a?, a general fule, ihe c. a. c. 295. 
usage hitherto ob^rved' at the locdr treasury will be 

■ followed in respect of all Government transactions with 
the Bank. 

472. On all printed and manuscript forms or c. a. c. 290. 
documents used in connection with Government busi- 
ness at the local head offices and branches of the Imperial 

Bank of India the words “General treasury,” or “His 
Ma|esty’s treasury” are never used, as those words do 
not correctly represent the relation of Governmeyit to 
the Bank. Any other erroneous expressions which mis- 
represent this relation should be carefully avoided by all 
government servants and by the Bank itself. 

472A. In the case of death or incapacitation for 
duty by sudden illness or otherwise of an agent of a 
branch of the Imperial Bank of India the Collector or 
other responsible government official should in cases 
where he has by prior arrangement been requested by the 
Bank to do so — 

(a) go personally (or if he is in camp, some other 
responsible government official will go) to the Bank, take 
over the keys of the strong room and other receptacles of 



( 444' ) 


473 — 475 ] 4CC0UNTS RUIES fCHAP. x\ 

treasure, notes or books, and see that the strong room 
IS properly secured. He will also direct the. guard to 
report to himself. 

(h) telegraph the occurrence to the local head office 
at Calcutta, and 

(c) arrange for the due transaction ot the govern- 
ment business entrusted to the Bank. He will, however, 
abstain altogether from the Bank’s private business. 

Neither the Government nor the Collector or his 
subordinate officers will incur any sort of responsibility, 
either to the Bank or to third parties, by reason of 
anything done under this rule. 

Accounts. 

c, A c 297 . 473 . The books and accounts ^ be kept by the 

Bank will consist of — * 

The scroll cash-book, being the primary record. 

A daily account of the receipts and payments made 
~ up for the despatch to the collector. 

An account in the general ledger in the name of 
the Government of India. 

A pass book to be daily forwarded to and returned 
by the collector. 

c. A. 0. 298 . 474 . In the scroll cash-book will be entered all 

receipts and disbursements on account of Government. 
The net amount only of documents paid, on which 
deductions have been made, will appear in this book, and 
the total of each side will form the daily entries in the 
general ledger. 

Daily returns. 

C.A. C 299 . 475 . In the daily account such payments and 

receipts will be classified as may be directed by the 
Principal Auditor, in order that their arrangement may 
^ fit in with the forms prescribed for accounts kept at the 
treasuries The daily account will be prepared every 
day and the agent, after satisfying himself as to its 
accuracy, will docket and forward it to the collector, 
with the register of daily receipts and payments and 
with all the appertaining vouchers at the close of the 



( 445 ) 

CHAP XX] SPECIAL RULES FOR TREASURIES r476 — 478 

banking, etc. 

day. Th*e net amounts of payments only are to be 
entered; that is, when a deduction is made from the 
amount of a bill, the daily account will show only the 
amount paid after deduction and not the gross amount 
of the demand. 

Iv'otE 1 — IS of iiDportanee that these documents be secured in si 
locked box when sent by the agent to the collector, jn order that there may 
be no possibility of any alteration or abstraction of any paper before they 
reEKih^the hands of the collector. 

Note 2 — ^With the concurrence of the Principal Auditor, the daily 
account may be submitted on the morning following the date to which it 
refers instead of at the close of the same day 

47f. Care should be taken that vouchers sent to c. a. c. 300. 
the collector ure conspicuously marked by the agent 
with the word “paid”. Inattention to this rule might 
lead to documents being paid twice, in the event of their 
falling into unscrupulous hands. 

477 . The register of daily receipts and payments 
has five columns for (1) the date, (2) total receipts for 
the day, (3) the total payments of the day, (4) the 
'initials of the agent, and (5) the initials of the collector. 

It will be written up and forwarded with the daily 
account to the collector (vtde paragraph 476), the entries 
being certified by the initials of the agent in the 4th 
column. The collector will check receipts and disburse- 
ments columns of the daily account, agree their totals 
vdth the figures eptered in the register and examine the 
voucners, and affer initialling in the 5th column of the 
register in token of his verification, will return the 
register to the agent the same day or the following 
morning. 

Revenue receipts. 

478. Anyone who has money to pay on account c. a. c. 302. 
of Government will tender the amount at the office of the ^ 
collector, accompanied by a chalan or -memorandum of 
particulars in duplicate (which, if necessary, will be pre- 
pared in the office) The government servant entrusted 

with the duty of examining the chalans will, after exam- 
ination, enter the chalan in the appropriate register 
of chalans issued (see paragraph 505) and will write, on 
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both the original and the duplicate, the word ‘‘correct;” 
he will then affix his initials to the chalan with the 
date, specify the head of account and return the origi- 
nal and the duplicate to the payer, who will proceed 
with them to the Bank. There the money will be 
received and credited to the proper head of account, and 
an acknowledgment granted to the payer on the original 
chalan, the duplicate being retained by the Bank and 
forwarded to the collector with the daily account 
Chalans are valid only for such time,, not exceeding ten 
days, as may be fixed by the collector; if they are pre- 
sented after the allotted time, the money will not be 
received by the Bank until they are revalidated by the ‘ 
collector. 

c. A. c. 303 . 479 . Cheques on local Banks will be accepted in 

accordance ,with paragraph 25. The preliminary ack- 
nowledgment for the receipts of the cheques will be in 
the form below : — 

“ Received cheque iio. for Rupee? drawn 

on Bank onac^gtof__„ 

as per chalan no. 

There will be a daily clearance of cheques accepted 
and transactions will be included in the daily account 
submitted to the treasury (paragraph 475). If a cheque 
IS dishonoured by the Bank concerned on presentation, 
the fact will be reported at once to the payer with a 
demqyid for payment in cash 

Receipts of Public Officers. 

c A c 304 480 .. Cash receipts and deposits of the dejiart- 

■ ments named below will be received at the Bank in ac- 
cordance with the special rules specified against each : — 



Chapter 

Paragraph 

Railway 

.. 27 

617—620 

Military 

Posts and Telegraphs — 

30 

662—656 
and 671 

Postal section 

31 

684 

Telegraph section 

.. 32 

701-702 
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481 . Cash receipts and deposits of the Forest and c. a. c. 304 . 
Public Works departments will similarly be received in ' 
accordance with the following rules • — 

Chapter Paragraph. 

Forest . .. 26 608—610 

Public Works . . . . 29 638 

482 . Forms required for use in connection withe. a. c. 3045 
the receipt of Government money will be supplied to the 

Bank by the collector. 

483 . Any monthly comparison of receipts bet-^*-*"^' 

• ween the departmental and treasury officers will be certi- 
fied by the treasury officer under paragraph 506 

484 . In the case of all other departments, fines 
forfeitures and other miscellaneous receipts of public 
officers will be forwarded by them daily to the Bank 
with a chalan in duplicate, describing the several items 
and the heads under which they should appear inlhe 

. accounts?. One copy of the chalan will, as directed in 
paragraph 478, be retained by the Bank and forwarded 
with the accounts of the day to the collector, and the 
other returned receipted to the public officer for record 
in his office. 

Note — T he original chalan may be in the form of a book sent daily 
for signature 

Deposit and Local Fund Receipts. 

485 . The detailed account of local funds andc. a..c. soe. 
registers of deposits are in the collector’s, magistrate’s 

and judge’s offices, the Bank only receiving the amounts 
tendered in accordance with paragraph 478 and credit- 
ing them under their proper designation. 

Issue £)f Supply Bills on Treasuries which do not 

hank loitli a branch of the Bank. 

486 . On the authority of the collector, the Bankc. a.c. 307 . 
will receive sums tendered for bills and grant acknow- 
ledgments for the same. On presentation of those 
acknowledgments the collector will issue the bills. 

Note — A supply bill is identical in form with an oidinary bill of 
exchange or draft and is governed by the laws generally applicable to such 
instruments. 
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IssKe of Remittan^ Transfer Receipts. 

c. A.c. 308 . 487 . (a) Eemittance transfer receipts ’will be 

' issued by the Bank in accordance with rules in para- 
graphs 318, 321 to 329, 55G to 5G6, 672 and 573. In 
any case of doubt the agent will take the collector’s 
orders. 

(h) An agent has the same authority to cancel, 
exchange and issue duplicates of remittance transfer 
receipts which is exercised by a treasury officer and 
should follow the same rules (paragraphs 331 to 335 and 
584 to 588) 

Civil charges 

c. A c 309. 488 . All charges for pay and allowances and con- 

tingent expenses of government servants of the civil 
establishments,— that is, judicial, revenue, medical, 
education, police, etc., — will be presented to the collector 
in the first instance for examination. The collector, if 
he approves and passes the charge, will enfaee on the 
liilh an order to pay a specified amount, which order will 
be recorded in a register of payment orders issued, and 
will be numbered, dated and signed. The bill will then 
be returned to the person presenting it, and will be paid 
at the Bank in accordance with the collector’s order. 

Notb. — ^When payment is desired' wholly or partly m Bemiitanre 
Transfer Beceipt or Bank Draft, a formal application should accompany 
the bill and the manner m which payment is desired should also he 
indicated in the drawer’s receipt on the bill. If the Collector is satisfied 
that the grant of remittance transfer receipt or bank draft is permissible, 
he will specity clearly in the pay order the manner m which payment 
should be made. 

It 

c. .AC. 309 . 489 . In making payments on account of civil 

charges the Bank is responsible only for strict adherence 
to paragraph 488 and for obtaining upon the hill a proper 
discharge from the payee. This discharge must be in 
addition to the signature at foot of the bill. 

In the case of cheques issued by the accounts offices 
upon a treasury transacting business with a branch of 
'' the Imperial Bank of India it will be sufficient if the 
treasury officer accords a “pay order’’ on the cheques 
if they are in order at the written request of the payee 
without obtaining the payee’s endorsement. The bank 
will on the authority of such pay orders obtain the 
necessary discharge and make the payment. 
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490. At Allahabad civil charges are drawn onC.A.c. 310 . 
cheques issued by the Principal Auditor in favour of 

the payee 

Departmental payments. 

491. (a) The rules regarding the issue of letters c. a. c. 311 . 
of credit and payment against them in ease of each of 

the following departments are contained in the rules 
specified against them : — 



Chapter 

Paragraph 

Eailways 

XXVII 

621—626 

Military 

XXX 657—660 

and 662—667 

Posts and Telegraphs — 



Postal section . . 

XXXT 

686—693 


(h) Letters of credit issued under the rules may be 
acted on without further authority, the agent observing 
the prescribed limitations. 

(c) In cases not covered by letters of credit, the 
agent will act only on payment orders signed by the 
collector. 

Note 1,— Where funds under a letter of credit are required only at 
headquarters, the original letter of credit may be passed on by the treasury 
ofScer to the Bank agent, but if funds are required both at the headquarters 
and at a sub-treasury, the treasury officer will retain the letter of credit and 
will advise the Bank of the amount to be drayvn against at headquarters. 

492. The rules regarding forest payments ?s?ill hec. a. c. 311 . 
found in Chapter XXVI. 

493. (a) Grovernment servants of the Public 
Works department draw funds either by bills or by 
cheques. 

(h) Bills will be cashed by the agent only on pay- 
ment orders endorsed thereon by the collector. . 

(c) In respect of cheques no letters of credit will be 
issued by the Principal Auditor, but an officer in charge 
of a division may regulate the drawings of his sub- 
divisional officers by letters of credit issued by himself. 

See also paragraph 645. 
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(d) Letters of credit issued by officers in charge of 
divisions may be acted on without further authority the 
agent observing the prescribed limitations Cheques 
not covered by letters of credit will be cashed without 
any limitation, if otherwise in order, in the same way 
as pre-audit cheques issued by the Principal Auditor 
(paragraph 490). 

Note. — The note to paragraph 491 applies to letters of credit issued 
by o&cers m charge of divisions, 

493A. Such Telegraph officers as are supplied 
with funds from treasuries draw funds on cheques with- 
out letters of credit under the provisions of paragraph 
707. Cheques drawn by them will, like Public Works 
department cheques, be cashed by the agent without any ' 
limitation, if otherwise in order, without the interven- 
tion of the treasury officer. 

Refunds. 

1 A.c. 313 . 494- Eefunds of revenue, fines, etc., will be made 

])v the Bank on bills bearing a payment order signed by 
the collector, as in paragraphs 488 and 489. 

Discoimt on sale of postage and other stamps. 

1 A. c. 314. 495. Discount on sale of postage and other stamps 

is allowed by deduction from the amount paid in by the 
purchaser. The net amount will be received ' and 
brought to account under paragraph 478, the receipted 
chalan being the payer’s authority for receipt of the 
stamps from the collector. 

Interest on Puhhe Debt. 

0. A.C. 315. 495. Government promissory notes on which 

interest may be due will be presented to the collector of 
the district, who, having made the necessary examina- 
tion and record under the rules in the Government 
*■ Securities Manual, will give the holder an order on the 
Banlr in the following form : — 

Pay to 

Eupees , being interest 

for half-year at per cent, due on Government 

promissory note no of for Rupees 

Collector. 
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497 . The procedure laid down in paragraph 496 
applies also to interest on loans raised by the local 
Government. 


Deposit paxjments 

498 . (a) Eepayments of deposits standing at c. a. c, aie. 
credit of individuals in the collector’s or magistrate’s or 
Judge’s accounts will be made on the order of the govern- 
ment servant on whose registers they are, and by whom 

the usual check registers will be kept. Persons claim- 
ing repayments of such deposits must therefore apply to 
the government servant who received them, who, after 
examining the check register and making the necessary 
record, will give the applicant an oider for payment at 
the Bank. A magistrate’s or judge’s order must be 
taken to the collector for countersignature before being 
presented at the Bank, unless the Bank keeps a personal 
ledger account for the deposits of each court. • 

(b) Each court should duly intimate from time to 
time to the Bank the amount of lapsed deposits to be 
deducted from the personal ledger pass liook. 

Bill payments 

499 . Supply bills and remittance transfer receipts c. a. c. 317 . 
drawn upon the treasury are advised to the agent direct. 

The advice lists should be kept, and the bills paid, in 
accordance with the rules in paragraphs 574 to 579 and 
583 so far as applicable; provided that bills must be pre- 
sented for payment before the end of the third account 
year after that in which they were issued. 

Treasure 

500 . The rules regarding (1) receipt and issue of c. a.o. sis. 
com and currency notes, (2) remittance of treasure fromT 
branch Banks and the entertainment of extra potdars, 

if necessary, for the purpose, and (3) testing of remit- 
tances made to agents of the Bank from Government 
treasuries are laid down in the Eesource Manual issued 
by the Controller of the Currency. 
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C. A. C. 332 


Currency of payment orders. 

0. A. 0.319. 501 . Payment orders are valid only for a time, 

not exceeding ten days, fixed by the collector; if 
presented after the allotted time they Vv'ill be refused 
payment by the Bank, until revalidated by the collector. 

Miscellaneous 

c. A. 0. 320. 502 . (Deleted). 

0. A. c. 321 503 . The Bank •will be kept open for the transac- 

tion of the treasury business on all recognized holidays, 
if so required by the collector. 

Additional Bulbs for District Officers. 
Reg%sters of Ghalans issued and Orders for Payment. 

504 . The above rules state in what cases the 
Bank receives or pays money without the previous order 
of the collector and in what cases the previous order of 
the collector is necessary. It is also prescribed that the 
collector must maintain two registers in which to note 
these orders, viz., a register of chalans issued and a 
register of orders for payment. The former of these 
may be worked by departments, the chalans of land 
revenue being passed and registered by the land revenue 
department of the collector’s office, those of excise reve- 
nue by the excise department, and so forth. 

Daily PosUng of Accounts. 

o, A. 0.323. 505 . When the daily account with the chalans 

and vouchers is received from the agent, the account will 
first be examined against the chalans and vouchers which 
support it. Then the vouchers which have been already 
approved and registered by the collector will first be 
marked off in the register of chalans issued and of orders 
for payment, that is, the date of discharge will be noted 
against the entries of them in those registers. Then 
_ each item of receipt of payment will be posted from the 
daily account with its chalans and vouchers, into the 
cash book, either direct or through some subordinate 
register, in the same way as is prescribed to be done by 
the accounts department of treasuries which do not bank 
with the Imperial Bank of India. The net difference 
between the total receipts and the total payments as 
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shown in the daily account will then be posted in a 
subsidiary register called the register of Imperial Bank 
deposits. The register is provided with three columns 
to show (]) the date and (2) the net payments, or (3) 
the net receipts of the day, and there will be only one 
entry in column (2) or (3), as the case may be, against 
each date. 

When the total receipts exceed the total payments, 
the difference will be posted in column (2), and when 
the total payments exceed the total receipts, the difference 
will be posted in column (3). At the close of the month 
the difference between the totals of the two money 
columns of the register of Imperial Bank deposits should 
be carried into the cash account if the total of the 
column for receipts exceeds the total of the column for 
payments, or into the list of payments if the total of 
the column for payments exceeds the total of the column 
for receipts 

Note 1 — In this process the voucheis must be numbered and arrange"* 
according to the register in which they are entered, as the number of the 
payment order cannot serve also as the" number of the voucher in the actual 
accounts 

Note 2 — ^The treasury officer should inform the collecting authority 
concerned of the chalans which have been passed by the treasury for pay- 
ment but which have not been presented to the Bank for credit of the 
money withm the prescribed period. 

Advices and certificates. 

506. The advices of receipts or payments which, c. a. c. 321. 
according to any rule, have to be sent to public ^officers 

or departments, and consolidated receipts or certificates 
of receipts or payments required by any rule to be given 
to any public officer or department should be prepared 
in the treasury and not in the bank, as the point to be 
advised or certified is not that the money has been 
received or paid at the bank, but that the receipt or pay- 
ment has entered the treasury accounts. 

Treasury Returns. 

507. All treasury returns, with the exception of c_ ^ 325. 

those the bank is instructed to furnish in this chapter 

or under express orders of the Principal Auditor, should 
he prepared in the treasury and not in the bank. 
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CHAPTER XXI. 


Pension Payments. 

Place of Payment. 

508 . Under Treasury Order 20 pensions payable c. a. o. 32 «. 
in India may be paid in any district in India, 

Pension Payment Order. 

500 . Payments of pensions are made only upon 
pension payment orders issued by the Principal Audi- 
tor. 

510 . The treasury officer’s halves of pension pay- 
ment orders will be pasted in serial order in separate 
files one for each class of pensions, such as service, 
political, assignments and compensations, Colonial Gov- 
ernments, Indian states The rules regarding these 
orders are in the Civil Service Regulations, articles 939 
to 943. These files must be kept in the personal cus- 
tody of the treasury officer. 

Note 1 — When a male pensioner is specially exempted by the local 
Government from personal appearance, the fact shonld be noted on his pen- 
sion payment order, and in all cases of non-appearance of a male pensioner 
(Civil Service Eegnlations, 945) a note mil he made on the pension payment 
order of the form m which proof was given, within each year, of the pen- 
sioner V continued existence e g., “Pensioner visited the Collector on 

and the initials of the treasury officer or of the officer venf^mg the 
fact shonld he put against the note, 

Kote 2 After the commuted value of a portion of a pension is paid from a 
treasury both halves of the pension payment order must be returned with- 
out delay to the Audit office, winch will issue a fresh pension payment 
order authorizing payment of the reduced pension in future 

Registers of Pension Payment Orders 

511 . The treasury officer will keep a register mO- a. c. 327 
form no. 51 of the pension paymeint orders issued on * 

his treasury, which register will serve as an index to 
the files of orders referred to in paragraph 610. 

512 . The treasury officer should see that averv C!- a. c. 327 
new order is correctly entered in this register, and will 

put his initials in the column of “Name of pensioner,” 
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and rule a red ink line across the page below the entry 
The column of remarks will be blank as long as the order 
of payment is in force; but when both portions of the 
order are returned on account of death of pensioner, or 
application for transfer, which causes strike it perma- 
nently off the treasury list, the date and cause of return 
should be entered in black ink under the treasury officer’s 
initials. 

c. A. c. 327 513 . Treasury officers are authorized to renew 

pension payment orders, without reference to the audit 
office, in cases in which the pensioner’s half is lost, 
worn or torn, or the entries on the reverse of either, the 
pensioner’s or Collector’s half are completely filled up. 
The renewed pension payment orders should bear the 
old number,, date and facsimile of signature, and the 
old ones should be retained by the treasury officer for 
three years and then destroyed. A note of the issue of 
the new pension i)ayment orders should also be made 
in the “Remarks” column of the register. 

•Note. — The pension payment? orders will ordinarily be filed m one 
senes for the whole district, but the Principal Auditor may allow filinpf by 
sub -treasury series when ibis eourse is found more convenient 

Manner of PaymMt. 

514 . All treasury officers will, on the fir^t ap- 
pearance of a pensioner before them to take payment of 
his pension, note m the column “Eesidence” in the 
Collector’s half of the pension payment order an> addi- 
tional particulars regarding his correct address that may 
he thought necessary to ensure its easy identification in 
case of subsequent non-appearance. Steps should also 
be taken to ascertain and note similarly from time to 
time, as may be necessary, any change in the address 
entered. 

c A. 0. 328 515 . On appearance of a pensioner claiming pay- 

’ ment of pensioh his personal marks should be checked 
„ by the disbursing officer and the signature to the receipt 
compared with the facsimile of the signature pasted on 
the original payment order. If a pensioner cannot sign 
his name his thumb-impression on the receipt should be 
compared with' the original impression already taken on 
the Collector’s half of the pension payment order. A 
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pensioner drawing pension for the first time should also 
be required to produce the copy of the order by which 
the sanction to his pension was communicated to him. 

]^OTB 1. — In the case of illiterate pensioners and pardanashin ladies, 
acquittances by seal marks attested by some known and respectable person, 
may be accepted in lien of thumb-impression 

2. — When the payment of a pension is required to be made at a 
sub-treasury the treasury ofccer should obtain a fresh specimen signature and 
thumb-impression of the pensioner on a piece of cardboard He should 
then compare them with the signature and thnmb-impressions attached 
to the Collector’s half of the pension payment order and after duly attesting 
them forward them together with a copy of the original Collector’s half of 
the pension payment order to the sub-treasury officer concerned. 

516 . Special risk of fraud exists in the payment o. a. c. 329 
of pensions of women who do not appear in public; 

special care should therefore be taken in the identifica- 
tion in these cases. The descriptive roUs, when origi- 
nally prepared, and the periodical certificates of the 
continued existence of such women, should be attested 
by two or more persons of respectability in the town, 
village or pargana. 

517 . Pensioners’ receipts may be taken either c. a. 0. 380 . 
on separate bills (which lulls may be attached to a 
schedule for each kind of pension, or, if few in number, 

may support separate entries in the cash book and list 
of payments), or on a single hill (form no. 52) for all on 
account of each class of pensions. On the latter plan 
the receipt of each pensioner appearing personallv wiU 
be taken in the column provided for that purpose, while - 
separate receipts will be appended in support of the 
charges on account of those paid at subordinate trea- 
suries (Civil Service Regulations, 952). If payment is 
made to another person authorized to receive it the 
name of the payee should be entered in the separate 
receipt. On all such documents should be entered the 
number of the entry in the bill. 

518 . (1) A life-certificate must accompany every c. a. 0 . 33o. 
pensien bill which is not personally presented, except 

in 'the cafse of pensioners not resident in India, speci|icd'' 
in Article 949, Civil Service Regulations When pay- 
ment is made on a life-certificafe, it should he made 
only for months completed on or before the date of the 
fcertifioafe. 


4 



ACCOUNT RULES 


[chap XXI 


818 A] 

(2) Since a treasury officer is personally responsible 
for any payment wrongly made, he should satisfy him- 
self that the life certificate accompanying a bill is 
genuine Unless, therefore, a life-certificate is signed 
by a person authorized under Article 94'5 or 946, Civil 
Service Regulations, whose signature is known to the 
treasury, it must be attested by another responsible officer 
of Government, or by some other well-known and trust- 
worthy person whose signature is known to the treasury. 

Verification of conUnued existence of civil pensioners. 

518A. (1) In the case of all pensioners who do 

not appear at the treasurv to receive their pension, but 
send their pension bills accompanied by life certificates 
signed by persons authorized under Article 945 or 946, 
Civil Service Regulations, the treasury officer must take 
precautions to prevent impositions and, as required bv 
Article 947, Civil Service Regulations, must at least 
once a year require proof independent of that 
furnished by life certificates of the continued 
existence of the pensioner. But for this purpose 
no pensioner need be required to appear at the treasury 
if the usual life-certificate which accompanies the first 
bill presented on or after April 1 is countersigned by a 
second responsible officer of Government or by some 
other well-known and trustworthy person whose signa- 
ture is known to the treasury. 

(2) A pensioner of any description resident in India 
drawing his pension through banks or agents who have 
executed a general bond of indemnity (vide list under 
paragraph 103 of the Financial Handbook, Volume V, 
Part I) or a special bond of indemnity to cover pension 
payments made to a particular pensioner or class of 
pensioners from a particular station or stations need 
not be required to get the life-certificate accompanying 
the first bill presented on or after April 1 [inde Article 
■-949(b), Civil Service Regulations!, countersigned in 
the manner prescribed m clause (1) above, but such 
countersignature will be necessary if the pension is 
drawn through a bank or agent that has not signed any 
bond of indemnity. The monthly life-certificate fur- 
nished with a pension bill will require the attestation 
prescribed in clause (2) of paragraph 518 above in every 



( 469 ) 


CHAP. XXl] PENSION PAYMENTS [519 — 521 

case where the pension is drawn through a bank or agent 
that has not executed any bond of iiidemnity. 

Miscellaneous. 

519 . In cases in which poktical pensioners do c a. o. aso . 
not appear m person to receive payment of their pen- 
sions, if the disbursing officer entertains any doubt which 

he has no convenient means of removing, he should refer 
the case to Government through his immediate superior 
for orders. Payment of the pension, however, should 
not be suspended- pending the result of such reference. 

520 . •Where the determintion of a pension can- c. a. c. 330. 
not be fixed for a precise date the pensioner’s receipt 

must be accompanied by a certificate that the event 
(whatever if is) which determines the pension has not 
happened. 

521 . A declaration in the following form should c,a. c.330. 
be obtained half-yearly from female pensioners whose 
pension is terminable by their marriage, and should he 
attached to the bills for pension paid for December and 

June • — 

“I hereby declare that I am not married^ and that 
I have not been married during the past half-year. 

1 

“We certify to the best of our knowledge and belief 
that the above declaration is correct.” 

IVopE 1 — The production of a widowhood certificate maj be d;j^pensed 
with in the case of Indian widows after they have attained the age of 40 
years Pensions in such cases should be paid on the unsupported testimony 
of the pensioners that they have not remarried The written statement of 
the pensioners should be attached to the bills for pension paid for Cecember 
and June 

When a female pensioner whose pension is terminable by marriage Vk 
reported to have remarried or to be living in circumstances equivalent to 
remarriage hut demes the fact, the matter should be reported to Govern- 
ment immediately. 

Note 2. — The declaration should be signed by two well-known persons ^ 
or at the discretion of the treasury officer by a person of any of the following 
categories — 

(1) A serving or pensioned/ Indian officer of commissioned rank 

(2) Any government official, civil or military, who may be in receipt 

of pay of not less than Bs. 30 a month or a pension of not less 
less than Es. 20 a month. 

(3) Headmen appointed in terms of paragraphs 1099 to 1107 of the 

Manual of Government Orders. 
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c. A. c. 330 , 522 , (a) Separate receipts mth their certified 

copies (unstamped) are necessary for Hong-E&ng, Mau- 
ritius, Ceylon and Singapore pensioners • they must not 
be included in a consolidated receipt. 

(&) The rate of exchange for the conversion into 
Indian currency of payments and stated in Hong-Kong 
dollars is fixed as follows : — 

(1) Each year is divided into two half-yearly 

periods, viz. from the 16th April to the 
15th October and from the 16th October 
to the 15th April, the rate of conversion 
for each of these half-yearly periods being 
fixed at the average of the daily demand 
rate of exchange on Hong-Kong during 
the six monthly period immediately pre- 
ceding (viz April to September and 
October to March). The average demand 
rate of exchange will be calculated to the 
nearest quarter rupee for -$100, lesser and 
greater sums being converted upon the 
basis of the rate fixed for flOO. The 
rate of exchange as fixed will be applied 
to all payments made in that half-year 
irrespective of the period to which the 
payments may relate, but in the case of 
pensions payable in India on behalf of 
the Hongkong Government, the average 
’ rate re^f erred to above will be Subject to a 
minimum of Es. 112-8 for flOO The 
rate for each half-yearly period will be 
Communicated by the Controller of the 
Currency direct to the Accounts and 
Audit Officers before the commencement 
of the period. 

(2) The pensions of Indians who joined service 

in the Police department of tlie colony 
subsequently to Jamlary 1, 1900 are pay- 
able at the above average demand rate of 
exchange, while the pensions of men who 
entered the service prior to Jtme 23, 
1895 are to be paad at the fixed rate of 
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100 dollars = !Rs. 227; and the pensions of 
those who joined the department between 
June 23, 1895 and January 1, 1900 are 
payable at the rate of 100 dollars = 

Rs. 200. In these special cases, how- 
ever, the rates are noted on the pension 
certificates forwarded by the Colonial 
Government, and payment should be 
made at these rates, 

(3) These special rates apply only to pensions 
drawn in respect of periods spent in India, 
and the pensions for the periods spent in 
Hong-Kong are payable at the ordinary 
half-yearly rate. When a pensioner 
volunteers the information that he has 
been residing at Hong-Kong during a part 
or the entire period, or if this fact comes 
otherwise to the knowledge of the disburs- 
ing officer in the course of his official 
work, he should, before making the pay- 
ment, institute inquiries and ascertain 
the rate of pension payable. 

(c) As regards the rate of exchange for the pay- 
ment in India in rupees of pensions fixed in dollars of 
pensioners of the Straits Settlements, the Colonial Gov- 
ernment will either indicate the exact amount to be paid 
in rupees, or mention the rate at which the amount stated 
in dollars should be paid. 

523 . (a) Pension can be drawn for the day of a o,a. c, sao. 

pensioner’s death; the hour at' which death occurs has 
no effect on the claim. Any person claiming as the heir 
of a deceased pensioner should be required to produce the 
pensioner’s half of the pension payment order, or if no 
pension payment order has been issued the copy of the 
order in which sanction to the pension was communicat- 
ed to the pensioner or his heir. • 

(b) The rules regarding payment of pensions of 
deceased pensioners are contained in the Civil Service 
Eegulations, Articles 959 — 961. 

Kote. — ^Enle 2 under paragraph 97 regarding last payments of pay and 
allowances applies here also 
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(c) The district officer may, in cases in which he is 
authorised to order payment under Article 960, .Civil Ser- 
vice Regulations, determine if necessary, the shares of 
the legal heirs of a deceased pensioner after proper in- 
quiry and may order the payment of the arrears of pen- 
sion to be made in the manner that he thinks best in 
the circumstances of each case, i e. partly or wholly in 
cash or by money-order. Payment can, therefore, be 
made in cash, if the payees attend the treasury in person ; 
otherwise by money-order at their own cost. This also 
applies to heir or heirs who are furdahnasMn ladies or 
who reside in an Indian state which has got no exchange 
account with Government through an account office, in 
India or when the amount to be paid is incommensurate • 
with the money and time involved in the journey by the 
heir or heirs. 

c. A. c 330 . 524 . District officers should furnish each officer 

in charge of a police station in their districts with a list 
of pensioners residing within the limits of his jurisdiction, 
with instructions to report, without delay, the death or 
disappearance of any pensioner to the tahsildar, who 
should take steps to verify the statement and report the 
matter. 

525 . When a treasury officer reports the non- 
appearance of a pensioner, an inquiry is to be made as 
to the cause It is therefore necessary that the nearest 
relative or friend with whom the pensioner was living 
should be ascertained, and that such relative or friend 
should ordinarily be held responsible for reporting fbe 
death or disappearance of the pensioner 

o A c 330 526 . A certificate of non-employment ig printed 

■ in English and in vernacular in form no 52 and should 
be signed by all pensioners, except ex-inferior servants 
and ex-policemen who are in receipt of a pension of not 
more than Rs. 10 a month Tf a pensioner wbo is 
' required to sign the certificate is re-employed either 
permanently or temporarily in a Government establish- 
ment, or in an establishment paid from a local fund, 

• during the period for which pension is claimed, he should 
furnish the necessary particulars therein; and the dis- 
bursing officer should ascertain and report whether the 
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rules regarding such re-employment have been duly 
observed.- 

527 . British Army reservists referred to in para- c. a. o. 330. 
graph 680 residing at stations where the treasuries from 

which they are paid are located are permitted to draw 
their reserve pay through messengers, the certificate on 
the reverse of the reservist’s pay bill (India Army 
form no. A-320) being accepted as equivalent to a life- 
certificate In such cases Government accept no respon- 
sibility whatever as to the identity of the messengers. 

As regards reservists employed at stations other than 
those at which the treasuries from which they are paid 
• are situated payment will be made by money-order the 
commission on such orders beingf defrayed by the 
reservists themselves. 

528 . Every payment is to be entered (Civil o. a.o.33i. 
Service Eegulations, 943-2) on the reverse of both 
portions of the order and attested by the signature of the 
disbursing officer; in case of pensions paid at a sub- 
treasurv (Civil Service "Regulations, 952) where will be 

found only a copy of the order m English or vernacular 
with the district officer’s order thereon, the sub-treasury 
officer will make the entry on the counterpart and on 
his copy, while the treasury officer at the headquarters 
treasury will, from the receipt, make the necessary note 
on his original of the order. 

Kote — If the local Government sanction a di erent procedure^ for the 
payment of provincial pensions, the same procedure may be applied to the 
payment of central pensions 

529 . (a) Pensions not drawn for three years m ^ ^ ^ 
the case of those ad]ustable under “45 — Superannuation yh-i.. " 
Allowances and Pensions” and for six years m the case 

of those adjustable under “44 — ^Territorial and Political 
Pensions” cease to be payable at the treasury without 
the prior sanction of the Principal Auditor. Arrears ' 
of pension due in the case of a deceased pensioner 
also cease to be payable by the treasury officer, if they 
are not claimed within one year of the pensioner’s death 
The treasniy officer .should sort out such cases by ex- 
amining the files of civil pension payment orders every 
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month and return his halves of the pension -payment 
orders to the Principal Auditor along with the state- 
ment mentioned in clause (b) below. 

(b) The treasury officer should submit to the 
Principal Auditor, every six months, a statement of cases 
of failure to draw pensions. The statement should be 
prepared in two parts, one part showing the names of 
all pensioners who have not drawn their pensions for 
three years or for six years according as the pensions 
are adjustable under “45 — Superannuation Allowances 
and Pensions” or under “44 — Territorial and Political 
Pensions” and the other part showing the names of 
pensioners other than those included in the former part ' 
who have not drawn their pensions for more than one 
year. The reason for the non-drawal, if known, should 
be stated against each name. 

payment of pensions by postal money-order 

529 A. The payment of pensions, not exceeding 
Rs 50 a month, may be made by postal money-order 
at the option of the pensioner When this mode of 
payment is adopted, the following rules shall be observ- 
ed : — 

1 A pensioner who elects to have his pension, 
paid by money-order should present in person to the 
treasury officer or sub-treasury officer a declaration to 
that ^ect with his copv of the pension payment order 
The treasury officer or sub-treasury officer should then 
identify the pensioner as laid down in paragraph' 515 
above. After this has been done He should paste the 
declaration and both halves of the pension payment 
order in a register headed “Pensions payable by monev- 
order.” On a date, not later than the 10th of each 
month, a treasury or sub-treasury office clerk deputed 
for the purpose should make out a money-order form for 
each pension recorded in the register mentioned above, 
less money-order commission, and make corresponding 
payment entries in the table af the back of 'the pension 
pavment order The treasury officer or sub-treasury 
officer should sign the money-order form and initial the 
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entries on the back of the pension payment orders after 
carefully ■ comparing the three documents. 

1 Every money-order form should be stamped prominently by the 
treasury or siib-treasnry office clerk with the words “pension payment’^ 
with a red ink stamp Similarly, the money-order acknowledgment should 
be stamped with the words “on account of pension for . . ” the month 

to which the pension relates being filled in manuscript at the time of issuing 
the money-ordler 

2, The money-order forms should be caiefully prepared and correct and 
complete information should^ be given as to the name and address of the 
payee. The post office will not be responsible for wrong payments caused by 
the carelessness of the i emitter m this respect 

3* In those treasuries in which pensioners are divided into two classes 
for the purpose of payment one set of payments running from the first to the 
last day of the month, and the other from the 16th of one month to the 15tii 
of the following month, the latest dates for the preparation of the money-order 
for|nftv*pili be the 10th and 25th, respectively 

2. The treasury or sub-treasury officer ■^ull watch 
for the payees’ acknowledgment for all remittances and 
should compare the signature on the payees’ acknowledg- 
ment every month with the pensioner’s signature on the 
pension payment order. 

hfoTB — A minute comparison of thumb impressions of ilhterate piayces 
is not necessary The treasury or sub-treasury officer should, hovevei, 
satisfy himself by an exammation of the money-order receipts that an 
ilhterate payee has given his thumb-impression on the monev-order receipt 
in the presence of a literate witness whose signature should diso appear on 
the receipt. 

3. The treasury or sub-treasury officer should also 
satisfy himself once every six months in such manner 
as he thinks desirable that the pensioner is actually 
alive. In token of having done so he should endorse 
on the schedules of payments for the months of J iinuarij 
anct July each year a certificate to the effect that he has 
satisfied himself that the pensioners were actually alive 
on the date on which the pensions were remitted to them. 

ISfoTE — The district officer should determine, on a consideration of local 
circumstances what arrangements should be madte to ascertain deaths and 
should lay on some village official the responsibihty of reporting promptly 
the death of a pensioner whose pension is paid by money-order 

4 If the return of the payees’ acknowledsrment is 
delayed lopger than thirty davs from the date of issue of 
the money-order, or if a complaint is received regarding 
non-paynient, the treasury or sub-treasury officer should 
forthwith make inquiries from the postal authorities. 
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5. It will not be necessary to prepare separate 
pension bills for pensions paid by money-order. The 
payments should be shown in a separate schedule which 
will serve as a voucher. On this schedule the treasury 
or sub-treasuiT officer should giv^e a certificate in his 
own handwriting to the effect that he has satisfied 
himself that all amounts noted in the schedule have 
actually been remitted by money-order. 

6. The amount to be remitted will not be paid to 
the post office in cash, but by transfer to the credit of the 
post office. The money-order forms should be sent to 
the post office with a certificate by the treasury 
or sub-treasury officer that the amount of the money- 
order and the commission thereon has been credited to 
the post office in the treasury (or sub-treasury) accounts 
by transfer. 

7. In the schedule of payments for the succeeding 
month the tVeasurv or sub-treasury officer should give 
the following certificate : — 

“Certified that I have satisfied myself that all 
pensions included in the schedule for the 
previous month have been paid to the 
proper persons and that I have obtained 
all payees’ acknowledgments in support 
of these payments and have filed them in 
my office.”' 

8. In the schedules for January and July of each, 
year the treasury or sub-treasury officer should also 
furnish the following certificate : — 

“Certified that I have obtained from each pen- 
sioner a declaration that he has not receiv- 
ed anv remuneration for serving in any 
capacity either under Government or 
under a local fund during the past six 
months ” 

9 Once everv year all pensioners who elect to be 
paid by monev-order shall be required to gttend the 
treasury or sub-treasurv in person so as to enable the 
treasury or sub-treasury officer to satisfy himself 
that payments have been made correctly and also to fulfil 
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the requirements of paragraph 531 below and Article 947, 
Civil Service Eegulations. 

Note.— F emale pensioners whose pensions are terminable on marnage 
nr re-mariiage, and who elect to have their pensions paid by money-order, 
should either appear in person before the tieasnry or snb-treasury oflScer 
twice a year when drawmg their pensions for December and June in 
order to enable that officer to obtain the non-marriage or widowhood 
certificate or should suWit the requisite certificate well in time to admit of 
their pensions for the tjwo aforesaid months being remitted by money-ordei^. 

Female pensioners who are granted pensions under the Army Eegulations 
until their marriage or re-marnage have to furnish a non-mamage or widow- 
hood certificate in support of each payment They should, therefore, sub 
mit the requisite certificate not later than the 20th of the last month of ihe 
quarter to which the claim relates 

10. Money-order receipts and payees’ acknowledg- 
ment coupons should be preserved m the treasury for 5 
• years before being destroyed. 

Hoi®. — The provisions of the rule also apply to female pensioners who 
are not accustomed to appear in public In their case the condition of per- 
sonal appearance shall be waived but they should be required to submit 
their written declaration attested by two or more persons of respectability in 
the town, village oi pargana 

Payment at sub-treasuries. 

530 . Under Article 952, Civil Service Eegula- 
tions, arrangements may be made for the payment of a 
pension at a sub-treasury, as this wih save the pensioner 
some inconvenience and expense in having to go to the 
district treasury for bis pension. The attention of pen- 
sioner should be drawn to this privilege, and treasury 
officers should, wherever practicable, authorize payment 
of a pension at a sub-treasury instead of at the district 
treasury. 

Note 1 — The procedure authorized in paragraph 629-A ^ applies, 
mutatis mutandis t to pensions, the payment of which at a sub-treasury has 
been authorized under Article 952 of the Civil Service Eegulations. 

Hote 2 — ^It IS generally the practice in the case of pensioners who wish 
to draw their pensions from, a snb-treasury that the first pa3mient of pension 
IS not made at the snb-treasury but at the sadar treasury and subsequent pay- 
ments are made at the snb-tieasury This arrangement is both troublesome 
and expensive to the pensioner and pensions should, from the very begin- 
ning, be paid at the snb-treasury. The following procedure should be adopted 
in the case of pensions payable at snb-treasuries 

On receipt of a pension payment order or pension circular in respect 
of pensions payable at sub-treasuries the treasury officer should, after giving ^ 
a serial number to the pension payment order and taking action as required 
under paragraphs 511 and 512 (or paiagrauh 'b8 of the Instructions for the 
Payment of Military Pensions) forward the original payment order to the 
sub-treasurv concerned The snb-treasury officer will exercise the checks 
laid down m paragraphs — 518 and paragraph 521 (or paragraphs 82 — ^97 

of the Instructions for the payment of Military Pensions) and make payment. 
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returning the original disburser’s half of the pension payment order 
to the sadar treasmy after a copj of it has been taKen for use •at the sub 
treasury The pension payment order will then be dealt with at the saair 
treasury in the manner described in paragraph 610 It should be cleaily 
understood that the treasury officers and sadar sub-treasury officers should 
continue to communicate promptly to the sub-treasury officers concerned all 
subsequent orders, requirements and instructions such' as stoppage, i eduction 
or increase in the rate of pension, or assignment of the district seiial num- 
ber, etc , fertaining to such pensioners 

Periodical Identification of Pensioners. 

0. A. c 332 . 531. (1) On the first appearance of a pensioner 

on or after April 1, of each year, the disbursing officer 
should, except in the case of pensioners mentioned in 
clause (2) below, take an impression of the thumb and 
all the fingers of the pensioner’s left hand on the pension 
bill. The pensioner should then be identified from the 
particulars given in the disbursing officer’s half of the 
pension payment order or in the audit register,, as the 
case may be. Identification should also be made by an 
examination of the impressions given on the bill with 
those pasted on the pension pavment order or in the 
audit register, if the pensioner cannot be identified by 
other means with absolute certainty. 

(S') Except Indian princes, European ladies, per- 
sons who have been gazetted Government servants, 
persons who hold Government titles and persons who 
have been specially exempted by Government (these 
exceptions being made on the ground that there can be 
no difficultv m future identification), all pensioners 
shall he liable to the operation of this rule. 

Noiie, — Commissioners of divisions are empowered to sanction exemp- 
tions from this rnie in respect of gentlemen vho ha^e been granted assign- 
ments of land revenue from Government, It is, however, desirable to have 
a permanent record of identification as a check against fraudulent personation, 
, and at least one clear record of the impressions should be taken and preserx^ed 
at the treasury in all cases m which exemption is allowed 

(3) Pardah ladies and illiterate pensioners must 
give a thumb-impression on their bills in the presence 
of the person who grants the life-certificate, or in the 

' case of illiterate pensioners who personally attend the 
paying office, before the disbursing officer. 

(4) On the renewal of a pension payment order the 
original impression must be cut off from the old and 
attached to the new order. 

532. (Deleted). 
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Gratuities. 

533. Gratiuties will be paid by treasury officers 
on authority received from the Principal Auditor to 
whom, under Article 938(a), Civil Service Begulations, 
the sanction is communicated by the sanctioning au- 
thority or by another audit officer The payee should 
also be required to produce the copy of the order by 
which the sanction to the gratuity was communicated 
to him ; and the treasury officer should record the fact of 
payment having been made on the copy of the order so 
produced. 

534. Gratuities are payable only to and upon the c. a. c. 334 . 
receipt of the persons legally entitled to receive them 

and not to or upon the receipt of the head of the office 
Or department in which the gratuitants formerly served. 

Political Pensions 


535. With the special sanction of the principal 
Auditor in each case the following procedure may be 
employed in the case of groups of political pensibners 
who are paid by, and are in charge of, a political 
officer : — 

1 In lieu of a pension payment older for each pensioner, an order for 
the payment of the whole group will' 


in form no 51 each 


330 


entry having a number in this form, -j" 


and so on, where 330 is 


issued 
330 
' 2 

the register number of the whole document 

2 The officer in charge of the pensioners will draw up a monthly bill 
an the following form,^m which all the names will be entered in their proper 
order, even though nothing is drawn for the pensioner entered ’ — 

(1) No. of pensioners. (2) Name. <S) Monthly pension (4) Amount of 
arrears drawn (a) months; (h) amount. (5) Amount drawn 
for current month (6) Income-tax deductions (7) Net amount 
payable to each pensionei (8) Bemarks , this space will be used 
for acquittance in the Political Officer’s own copy of the bill 

3 The follpwmg certificate will be appended to the bill — 

“Oertiiaed that all amounts drawn m the last month’s bill have been 

duly disbursed, and receipts taken, with dne precautions as to 
the identification of the payees, with the exception of the follew- 
ing amduots now refunded • — 


No 

Nanae i Amount refunded 

Bemarks 
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'4 The total to be paid will be made up as follows 

Rs a p 

Arrears, as per column 4-b 
Current month , as per column 5 


Total 

Less income-tax 

Less undisbursed amounts now refunded 

Net amount to be paid 


Any refundedi amount can be drawn at any time upon quotation of the 
month’s bill in which the amount was refunded 

6 If any alterations have been made in the list of pensioners durmg' 
the past month, the Political Ofidcer will append a statement showing — 


Numbelr of 
pensioner 

Name 

Nature ef altera- 
tion or lapse 

Reason or quota- 
tion of order 


i 

1 



6 No new name can be brought on the list and no new pension drawn, 
until the Principal Auditor has registered and given a number to the new 
name and communicated it to the Political Offcer in charge 


7 If there have been no alterations, the P’olitical Officer will append, 
to his bill a statement that “there have been no alterations in the list of 
pensioners under my charge in the past month. 

Military Pensions. 

o.A.c 336 536 . Instructions regarding the payment of 

military pensions will be found in Chapter XXX, para- 
graphs 679 and 680. 


r- 
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CHAPTER XXII. 


Deposits. 

To fce read in cok(| unction with Chapter XV 

Revenue deposits. 

537. Each item of deposit received must at once c a.o. 337 . 
be entered in a register in form no. 54 and numbered; 

there will be a separate series of numbers for each re- 
gister, beginning a new each yes^. The treasury officer 
will carefully check tne amount ‘and particulars of each 
entry (vide paragraph 342) and then set his initials in 
the proper column against each. A daily total only 
will be carried from each register to the cash book. 

Note — ^T he entry in the column “Nalnre of deposit” should be siiiS- 
cient to explain Tvhy the amount is deposited. 

538 . Every item must be recorded in the name of 0 . a. c. 338. 
the person from whom, not that ot the Government 

official through whom, it is received, it must be passed 
through the accounts, even though repaid on the day 
of receipt, and be kept distinct, however, small it be 
fill finally disposed of, never being consolidated with 
others. 

539 . The rules regarding repayments and the ^ 
form of voucher required are contained in Chapter XV. 

540 . When a deposit is adjusted by transfer to 
some head of account, the head of account to which 
it is transferred, and the item in which it is included 
in the treasury account, should be noted both in the 
register of receipts and in the register of repayments, 
and it should be separately credited in the cash book 
or register. The voucher submitted with the list of re- 
payments will state these facts under the signature of , 
the treasury officer. 

Personal deposits. 

541 . Receipts and payments on personal deposit o* c. S4i. 
accounts [vide paragraph 340(&)(ii)] should be recorded 

in personal ledgers in form no. 55. 
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0 . A c 342. S42, A suificient number of sheets of form no. 55 

should be bound up into a volume, and successive sets 
of pages assigned to the several accounts; it is not 
necessary to transfer the accounts to a new volume 
with a new year, but if there be no page available when 
it is necessary to open a new account or carry forward 
an old one, all unclosed accounts should be simultane- 
ously carried forward to a new volume. 

c.A. c. 343. S43. Every personal account will thus have its 

own ledger page the form of which, provides, in addition 
to columns for date of transaction and number of che- 
que, one column for receipts, one for paymaats and a 
thud to show the balance after each transaction, with 
space for the treasury officer’s initials. Herein the 
receipts are entered in regular order without being 
numbered; similarly the disbursements, made not from 
any one particular item but from the aggregate balance 
in hand, are entered as they are made without further 
remark. 

jJ^OTE — If there be a laige nunibei of transactions on the same day, 
e g , in the case of civil court deposits, a balance need not be stiuck aft<=r 
each transaction but the treasury otficer, if there be any possibility ot an 
ove^drawal should by totalling the items of receipts and refunds aiid strik- 
ing the balance, wberevei necessary, satisfy himself that the balance is not 
overdra’wn The treasury officer shall invariably, however, strike a total 
at the end of each day’s transactions 

c A. c. 344 544. The treasury officer’s duty is simply to see 

that withdrawals are made only on cheques signed by 
the responsible administrator which are current for 
three months from the date of issue, and that the with- 
drawals never exceed the balance in han^l. See para- 
graph 361. . 

c. A c. 345. 545. Erom these ledgers -the daily totals of re- 

ceipt and payment will be carried into the register of 
personal deposits (form no 56), from which again the 
aggregate daily total only will be carried to the cash 
book 

Suh-treasunes. 

c. A. t’. 346. . 546. Deposits made ajt a sub-freasury musf be 

brought, item by item, through the daily sheet upon the 
district registers and must be numlfered in the general 
series. It will, however, be sufficient to en'ffir merely 
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the daily totals in the district registers in the case 
transactions relating to personal deposits, such as wards 
estate, dispensaries, municipaliti^, etc., which take 
place at sub-treasuries, unless the Principal Auditor for 
special reasons orders otherwise in any case. When the 
Government servant in charge has occasion to place in 
deposit an item which, according to lule. should be so 
dealt with, he may also be empowered to repay it on his 
own authority without formal authority from the district 
treasury. In this case he would himself keep up a 
register of such deposits, in addition to that at the head 
treasury. 

547 . In malyng repayment he would clearly o. a. o. 347. 
indicate the sub-treasury account in which the credit 
originally appeared, so that it will be easy to trace the 

item and to charge off payment correctly in the district 
account. 

548 . If any class of deposits is repayable at the c. a. c. 348 . 
sub-treasury, it must not be payable at the head treasury 

also. 

549 . The adjustment of cash orders issued onc.A. c. 349 . 
sub-treasuries may most conveniently be watched- by 
opening a personal ledger for each sub-treasury. Ife 

orders issued would bear a serial number, and the 
amount would be credited in personal ledger account 
(form no. 57), but need not be entered in form no. 55. 

When paid at the sub-treasury, it would be charged in 
the sub-treasury cash book and daily sheet as a mis- 
cellaneous payment, but in the district treasury would 
be posted in the personal ledger account as a repayment 
of deposit. 

1. With reference fco the annual certificate prescribed by paragraph 
300 the treasury officer must certify tha^ the credit balance cf each sub- 
treasury personal ledger account agrees with the mm of orders g,scertained 
to be outstanding. 

2. And a similar certificate must be recorded monthly on form no. 69 
or on the plus and mtnus memo (vide paragraphs 063 and 005) to the effect 
that the balances of orders on sub-treasuries m form no. 59 correspDj;id with 
the totals of the outstandings as shown m detail m form no 07 

Monthly relums. 

■ - 550 . An extract register of revenue deposits re- c a. c.3so. 
'ceived will be submitted with the cash account in form 

5 
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no. 40 prescribed in paragraph 3i4’9; only the first five 
columns will be filled up by the treasury officer, and 
they should be written up daily from the register of 
receipts. It is of importance that each deposit should 
be exactly confined to its own cage, as the Principal 
Auditor has to detail repayments against it. 

0. A. 0. 361. 551 . In some cases where many deposits are 

received for very short periods, permission has been 
given to detail in the returns submitted to the Principal 
Auditor only those not repaid in the month of receipt? 
the permission should not be extended without clear 
proof of its necessity. In this ease tW returns for sub- 
mission could not be written up till after the close of 
the month and there would be breaks in the series of 
numbers representing the deposit received during the 
month which had been wholly repaid before its close. 
At foot of each extract register, both of receipt and 
repayment, would be entered a lump sum for “Deposits 
received and repaid during the monlE,” in order that 
the extracts might agree with the accounts. 

0. A. 0. 362. 552. An extract register of repayments, during 

^e,. entire month, with vouchers appended, is submitted 
■#itK the second list of payments : it is in form no. 58 
and should be written up daily. Although no extract 
register accompanies the first^list of payments, entry 
should be made in it of the total payment on each head 
made during the first ten days of ^e month : the enl^ 
in the second list will be of the total payments made 
from the 11th' to 31st. 


a A. 0.363. 553 . For personal deposits, however a special 

form of monthly return (form no. 59) is provided, as in 
it the totals only of receipts and repayments on each 
personal ledger have to be entered : the' total's of the 
two columns, receipts of the month and payments of 
the month, alone will be traceable in the cash account 
and list of payments. The monthly totals brought out 
on this form should be the same as) those brought out 
by summation of the daily total columns of form no. 56. 

o.A. c. 354, 554 . The charges exhibited in form no. 59 will 

be supported by the original paid cheques, which should 
not be given up after payment. 
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Plus and Minus Memoranda. 

55 £». Together with the monthly deposit returns 
must be submitted a plus and minus memorandum 
showing the opening balance, receipt, repayment and 
closing balance, under each head of deposits, including 
personal deposits. As this balance should always equal 
■the aggregate of repayable deposit balances upon the 
■deposit register, it has to be reduced in the April return 
ifcy the amount reported for lapse under paragraph 351. 
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CHAPTER XXIII. 


Bills. 

Kote — T he receil’ts and payments on account of the bank draft issued 
iinder the note to paragraph 322 m lieu of remittance transfer receipts do not 
pass through Government accounts, and the rules in this chapter are not 
applicable to those hank drafts. 

Forms of Bills, 

556« Two forms of bills are used for remittance of c. a, o.zse. 
public" funds in India; viz., supply htlls and remittance 
transfer receipts. Supply bills are issued under rules 
laid down in the Resource Manual or under special 
orders of the Deputy Controller of the Currency; the 
conditions of issue of transfer receipts will be found in 
Chapter XIV. The names of treasuries which issue and 
cash bills, will be found in a separate publication, the 
“List of treasuries and sub-treasuries in India” issued 
by the Controller of the Currency. 

557 . Supply bills and transfer receipts are pre- c. a. o. 367 . 
pared on special forms prescribed by the Government of 

India. Different forms are used for drawal on treasuries 
and on Imperial Bank of India or its branches. 

Issue of Bills. 

558. Before the commencement of a new official^ 
year, a register of bills issued (form no. 60 ) will be open- 
ed by paging it and setting apart a sufficient number of 
pages for every treasury usually drawn on; the pages 
should be ruled and the lines numbered in the column 
Leaded “special or district.” The series of district 
numbers will thus be separated for each district, and 
will commence anew with each ofificial year ; a numbet 
•cannot he used again, though the bill has been cancelled 
Lefore another is drawn on the same district. In other 
columns will be entered the printed (or general) num- 
ber, the date and amount of the bill, the names of th’e 
remitter and payee, and the authority for issue whether 
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.this be contained in a paragraph of Chapter XIV or in 
a rule laid down in the Eesource Manual, or a letter of 
the Deputy Controller of the Currency; the remarks 
column will be left blank for note of issue of duplicates, 
of cancellation, and the like. 

0 * Ai c. 369- 559 * Supply bills and transfer receipts drawn on 

the same district will be recorded in the same district 
issue register, and in the same series of district num- 
bers. 

Note — treasuries banking with branch banks there will be a 
separate series of numbers for remittance transfer receipts and supply bills, 
the former being issued by the bank and the latter by the district officer. 


OiA^O. 860 


560 . Bills should be prepared and signed from 
time to time as they are applied for immediately on the 
receipt of cash; the business of signing them should no# 
be postponed till the close of office, and on no account 
may the office be closed till all bills applied for have 
been issued. Each must be signed legibly with the 
signature of the drawer (who should take pains to main- 
tain a uniform signature), and should then be torn by 
him from the counterfoil. 


Note.— T he counterfoils of bills issued should be periodically bound up; 
they need not be j<reservedi for more than three complete account years. 

1 561 . At the time of signature the register of bills, 

issued, together with the application for the bill, the 
advice list (paragraph 563) and the book of forms, will 
be laid together before the treasury officer; the advice 
list must be signed before the close of office, but he will 
initial each entry therein, and in the register and thel 
counerfoil, at the same time as he signs the bill, after 
he has satisfied himself that — 

(a) the several documents agree; 

(h) the authority for issue is sufficient; 

(c) the date and place of issue and the name of 

the payee are legibly and distinctly entered' 
in the body of the bill; 

^ Note — ^I n the case of remittance transfer receipts in fawnr of a public 

officer the purpose for which the remittance is made must be plainly state! 
in th^ body of the bill, in order that the document may be complete m itself 
and independent of a covering letter; but the drawer’s omission to give 
this information will not justify the drawee in refusing payment 

(d) in addition to the amount being entered iir 

figures, the amount of whole rupees is 
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entered a second time in words and the 
annas and pies in words or figures; that the 
words are written continuously without 
lifting the pen; and that when the amount 
consists of rupees only and does not con- 
tain annas and pies, the words end with the - 
word “only”; 

(e) a sum a litlle in excess of that for which the 

bill is granted is entered in words across 
the bill at right-angles to the type; 

Note 1. — Under thirty rapees” will mean that the bill is for a sum 
not less than Bs. 20 but less than Es. 30; and similarly, “under eight 
hundred rupe^” will mean that it is for less than Bs. 800 but nut less 
than Bs* 700. 

Note 2. — ^The cross entry is not necessary if the amount in words is type 
perforated by a special cheque wntmg machine 

(f) the bill is signed in every case by the account- 

ant and also by the treasurer when the 
bill is issued in exchange for cash, but 
by tbe accountant a second time, instead 
of tbe treasurer, when the amount has 
been received by transfer in account; the 
treasurer should enter the amount in the 
native character at the same time as be 
signs tbe bill. 

ig'OTE — ^The provision that each bill issued in exchange for cash shall 
bear the treasurer’s signature is only intended to bnng home responsibihty 
to him; bills issued by branch banks holding the Government balances need 
be signed by the bank agent only. 

Issue of Bills on Military Treasure chests. 

562 . Treasury officers are autbrized to ^ 

remittance transfer receipts on tbe military treasure 
cbest at Lansdowne (see rule 3 under paragraph 318). 

Tbe amounts of such receipts are credited to the 
Military Account circle concerned, and they should ac- 
cordingly be entered at first in a sepairate register in 
form no. 60 in which the issues of local bills are entered. " 
From this register a list in form no. 62 should be pasted 
'daily and its daily total entered, without any detail’s, in 
the schedule of military receipts of the Account circle con- 
cerned under the column “remittance transfer receipts 
issued on military treasure chests,” 
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Advice Lists. 

o. A. 0.363. 563. The advice list (form bo. 61) will include 

both supply bills and .transfer receipts drawn on the 
same day on a particular treasury. The general as well 
as the special or district number of each must be shown. 
The advice will be initialed as each bill is signed, and 
the list will be totalled, closed and signed by the trea- 
sury officer, and despatched without a covering letter, 
Without fail, before the treasury closes on the day of 
issue. 

0. A. a 364. 564. At places where the treasury banks with a 

branch bank, there will be separate advices for remit- 
tance transfer receipts and supply bills, the former being 
issued by the bank and the latter by district officer. 

0 , A. c. 365. 565. If alterations be made in a bill prior to 

issue, the corrections should be noted in the advice, and 
each alteration, both in bill and advice, should be au- 
thenticated by the drawer’s initials, in order to prevent 
hesitation on the part of the drawee. If the drawer 
should enter the amount so carelessly as to enable a 
stranger to alter it and fraudulently to obtain payment 
of a larger amount, the drawer, and not the drawee, 
must bear the loss. But the drawee must remember 
and apply the numerous defensive checks provided for 
him. 

o. A. 0 . 866. 566. 'Advices of bills drawn on any of the local 

head offices (at Calcutta, Madras and Bombay) or 
branches of the Imperial Bank of India should be sent 
- direct to the secretary and treasurer of the head office or 

the bank agent concerned, as the case may be. 

Accounts of Bills issued. 

0. A.C. 367. 567. The district issue registers will be, with the 

check margins of the bills themselves, the only record 
of detailed transactions preseiwed in the office, but at 
the time of issue each must be entered in a general list 
of bills issued, to be submitted to the Principal Auditor 
with the monthly cash account 
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568 . There will be four general issue lists, 

Jiamely : — 

Supply bills, local (i.e., issued on treasuries in 
the same audit circle). 

Supply bills, foreign (i.e., issued on treasuries in 
other audit circles). 

Transfer receipts, local. 

Transfer receipts, foreign. 

For local bills form no. 62 is prescribed ; for foreign 
hills, form no. 63. 

rr,, , , , , , .-.1 , , C.A.C. 369. 

569 . The general number of each bill must be 
given, without fail, in these lists; the special or district 
number is not required. Each of the four will be 
totalled daily and its total earned separately into the 
■cash book. 

570 . At the end of the month these lists will be 
submitted in original to the Principal Auditor with the 
■cash account, wherein the totals only will be shown 
of the receipts of the month under supply bills and remit- 
tance transfer receipts, local and foreign, respectively. 

No office copy of these lists need be kept by the treasury 
officer. 

Cross-checks. 

C A r* ^71 

571 . It will be useful to note the cross-checks 
which a treasury officer can each evening apply to the 
several documents connected with the bills issued. The 
several advice lists and the district issue registers check 
one another directly; the total of each general list must 
agree with the total of the advice lists for that class, and 
-this agreement should he at times tested bv the treasuiw 
officer himself; the total of each general list, too, should, 
day by day, Ite compared with the credit in the cash 
hook ; and lastly, the issue of forms should be checked 
by the numlier of entries in each pair of general lists 

Regularity of Signature. . 

572 . Variation in the signature of the drawer ^ 

-often entails much trouble on the paying treasury, and. 
the drawer will be held responsible for any ineon- 
■yenience or. delay which may be caused to individuals 

in consequence of change in, or illegibility of. his 
signature, or other serious irregularity on the face of 
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tile bill, as the drawee would be ju^ified in suspending 
payment in cases of doubt arising from sucfi causes. 
Accordingly an Indian officer in charge of a treasury- 
should sign his name in English, or have it written in 
English characters below the vernacular signature. 

573 . When any change of treasury officer occurs, 
a specimen of the signature of the new-comer should be 
forwarded by the outgoing officer to all treasuries usually- 
drawn on. The following form will be convenient : — 

“The undersigned begs to notify to that he- 

has on this day been relieved of the executive charge of 

the treasury at ^by , a specimen of 

whose signature is annexed. 


Relieved o;fficer. 

The 19 . 


Relieving officer. 

1 If it should be necessary for a treasury officer to isSue a remittance 
transfer receipt or a supply bill on a treasury not usually drawn upon, to 
which a specimen of his signature has not been sent under the rule in thia- 
paragiaph then, at the time of issue of the remittance transfer receipt or 
the supply bill, he should also forward a specimen of his signature under a 
special forwarding letter, which should be posted in a separate cover and’ 
not in the cover containmg the advice list. 

1. In the case of an Indian officer who signs in vernacular, his name- 
should also be written in English characters m this notice, as well as after 
his signature in bills (paragraph 572). 

3. When a Government servant who was formerly in charge of 3 r 
treasury resumes charge of it after a lapse of time, his signature need not 
again be circulated among treasury officers. 

Check on Payment of Bills 

0. A. c. 374. 574 . The advice lists received from tEe issuing 

treasuries must be opened in the presence of the 
treasury officer, and each dated and initialled by him 
after he has satisfied himself of its genuineness by 
examining the signature of the drawer and, if necessary, 
the post mark. They should then be stored and arrang- 
ed^ according to the treasuries from which they are re- 
ceived and pasted chronologically in guard files in sucE 
a way that advices received from each treasury may be- 
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kept together. These files should be kepi under lock 
and key. 

Note — It may be as well to remind treasury officers of tte security 
(against the fraud of altering after signature the amounts shown in the' 
advice) which is afforded by comparison of| the total amount reported in 
words in the heading with the real total of the figured amounts of an advice. 

Any^ alteration of any entry, whether of names or figures, m au advice 
requires the drawer’s initial (paragraph 565) so that it is scarcely possible 
that any fraud should be attempted by altermg the advice before he has 
signed it, since at the time of signing he would notice any ufacer tided 
correction. 

575. The advice lists, arranged m the manner o- a. c. 375 
prescribed in the preceding paragraph, will facilitate the 
examination and identification of bills presented for pay- 
ment. The entries made in the advice lists should be 

a sufficient obstacle to the encashment of bills forged 
CH* fraudulently altered ; and their sequence effectually 
bars the use a second time of a district number, and 
suggests suspicion even of the advice list where a high 
number, general or special, follows a low one. The 
column for remarks provides space for necessary notes 
of call's for advices, of references touching irregulari- 
ties, of cancellation or of issue of certificates of non- 
payment, or of advices of seconds or thirds; and the 
treasury officer should be careful to see that these notes 
are punctually made. 

Examination of Bills presented. 

576. On presentation of a hill for payment, tHec.A.o. 376 
treasury officer must compare it with the advice, and 

should satisfy himself carefully that it is in order, and 
that it is receipted on the back by a person able to give 
a legal quittance. It should be borne in mind that in 
the case of a remittance transfer receipt the liability of 
Government to the payee named therein can only be 
discharged by payment of the amount due thereunder 
to the said payee or his lawful agent or to a recognized 
bank in whose favour it is endorsed for the purpose. 

In cases therefore where payment is not made on an « 
endorsement in favour of a recognized bank, the 
treasury officer should not merely satisfy himself of 
the genuineness of the payee’s signature to .the receipt 
on the back of a bill. If the payee himslf is not in 
attendance the treasury officer must assure himself 
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that the presenter of the remittance transfer receipt 
IS the agent or messenger of the payee duly .authorized 
to receive payment. If, then, the presenter is unknown 
to the treasury officials, or if known, should there 
be reasonable grounds for questioning his being in 
lawful possession of the remittance transfer receipt, the 
treasury officer should demand a writing ^'rom the payee 
authorizing the presenter to receive payment on 
his, the payee’s, behalf. Similarly m cases where pay- 
ment is made on an endorsement to a recognized bank, 
the treasury officer must assure himself that the pre- 
senter of the remittance transfer receipt is the autho- 
rized agent or messenger of the bank. 

Note — ^R emittance transfer receipts are not payable at sub-treasuries 
save as expressly provided by notes in the “List of treasuues and sub- 
treaauries m India” or by rule 9 under paragrajli 318. But if tbe money 
payable on a remittance transfer receipt is required at a sub-treasury, 
there is no objection to the issue of a cash order to the payee for presenta- 
tion at the sub-treasury In such a case the payee should receipt the 
remittance transfer receipt as “Received payment by a cash order on sub- 
treasmy”, and the tieasur}'’ officer at the district tieasuiy should finally 
deal with tbe lernittance transfer receipt, and phonld take the same precau- 
tions regarding the delivery of the cash order as aie irescnbed m the case 
of payment m cash See also iiile 2 under paiagraph 45 and the note under 
paragraph 823, 

c,A.-o. 377 577 . The points of orders are, that the bill has 

been advised; that it corresponds in all particulars 
with the advice; that it bears tlie genuine signature 
of the drawer; that it bears the signature purporting to 
be that of the treasurer, unless issued by a local head 
office or branch of the Imperial Bank of India; that it 
has'Dot been tampered Avith; and, of course, that it is 
not a cancelled or a lapsed bill or one of which a duplicate 
has been paid. Yet a bill may be paid — 

Without advice, if there is no reason whatsoever 
to doubt its genuineness, and if sufficient 
security is offered In tbe case of well- 
known and reliable holders this security 
^ may be dispensed with. The treasury 

officer should in all such cases apply for 
the necessary advice without delay 
Even though differing from the advice, at the 
discretion and risk of the drawee, provided 
there is no suspicion of fraudulent altera- 
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tion, nor any possible -doubt of the 
genuineness of the bill. But great 
caution should be exercised before paying 
on a bill an amount larger than that 
named in the advice. 

]S’‘oTE — the reraittance transfer receipt bears no signature purport 
mg to be that of the accountant, the fact should be immediately brought to 
the notice of the treasury officer who issued the bill, in order that he may 
ascertain whether the amount was correctly brought to bock. 

Doubtful Bills. 

- 578 . In case of erasure, alteration or other c. A. a 378, 
serious cause for suspicions the drawee should, before 
payment, refer to the drawer, the post office or the 
Principal Auditor, as the case may require. Any 
material alteration of a bill without the consent of the 
parties,^ after it has been drawn, or endorsed, affecting 
the date, sum, or time or place of payment, will invali- 
date it, but the mere correction of a mistake, as by 
inserting the words “or order” in the endoisement of 
a supply bill Will have' no such effect. A merely 
technical defect, such as the omission by the drawer to 
note the purpose for which a remittance transfer receipt 
is required, will not justify the drawee’s refusal to pay. 
Eemittance transfer receipts should not ordinarily bear 
any other endorsement than that of the payee, and 
government servants are justified in declining to cash 
such receipts bearing any other endorsement whenever 
it may appear desirable to them to do so, but payment 
should be made, if so desired, on endorsement of the re- 
mittance transfer receipt in favour of a recognized bank 

Kote — ^Tbe order conveying the last msfcructions goes on “There is 
no objection to the bank of— —paying on its own responsibility, and for the 
convenience of its constituents, transfer receipts bearmg endorsements in 
addition to that of the p'avee In all such cases, the oank must itself 
endorse the transfer receipts.” (The bank had pointed out that the special 
endorsement of the payee was as full an acquittance to Government as a 
simple “Contents received”, ^in consequence, no doub^, of ^he stipulation 
on the face of the bill that it is Not Transferable) 

Form of Receipt. r 

579 . For the sufficiency of the receipt, it is neces- c. A.0. 379. 
sary to see that it is not for a part only of the bill, and 
that it is given by the legal holder. On no account 
may a bill be paid by instalments; receipt for the full 
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amount must be given on the reverse, and the full 
amount must be paid. 

{a) If the legal holder be dead, payment should 
be made only to his legal representative; 
a bill for less than Es.lOO may, however, 
be paid without a certificate of adminis- 
tration. 

(b) If the receipt be signed by an agent or 

attorney, note of the existence, and of the 
record in the treasury, of the power-of- 
attorney, should be made on the bill. 

(c) If more than one person be named in a bill, 

all must join in order to give a valid en- 
dorsement or recoipi. 

(d) A bill payable to A B cannot be cashed on 

the receipt of his partner C I> without 
production of a formal power-of-attorney : 
a bill payable to A B & Co., can be paid 
on the receipt, as A B & Co., or any mem- 
ber of the firm. 

(e) Bills payable to an incorporated company or 

any other corporate body may be paid on 
the receipt of the official authorized 
generally or specially, by its reflations or 
by power-of-attorney to receive moneys 
payable to such company or body. 

In the case of bills payable to an unincorporated 
body, payment may Be made to a person holding 
authority to receive moneys payable to such body, but 
the treasury officer should first satisfy himself that the 
authority has been duly conferred. 

fjf) If the amount of the bill be payable by trans- 
fer to some head of account, the head of 
account to which it is transferred, and the 
item in which it is included in the treasury 
accounts should be noted in the advice list 
and separate credit should be given in the 
cash book or register concerned. The 
voucher submitted with the list of pay- 
ments will contain a certificate to this 
effect over the signature of the treasury 



( 487 ) 


■iCHAP, XXIIl] BILLS [ 580 — 582 

officer. If the bill be endorsed to the col- 
lector or other public officer, he should 
endorse it ‘‘Credit to such a bead of 
account” over his signature. 

Note — k public officer when be sends a transfer receipt to a treasury 
:not for cash payment, but for credit of its amount m tbe treasury accounts, 
must before be signs tbe receipt, and to tbe words “Eeceived payment” 
tbe further words *‘by transfer credit.” Omission to do this facibtates 
’fraudulent appropriation of tbe money. 

Record of payment. 

580 . As each biU is paid, it must he stamped c. a. o. sso. 
^‘paid,” the date of payment and the amount paid 

being at the same time noted in the columns provided 
for the purpose in the advice list. The entry should 
•then be initialled by the treasury officer in the column 
_ -also provided therein. Entry must be made at the 
same time in the proper register of bills paid (see para- 
^aph 581). If the treasury banks "with a branch 
Bank, the eptry of payment in the register of the treasury 
■will be made from the paid biUs on their return ffom the 
Bank(see paragraph 560). 

1. On receipt of advice of cancellation of any bill, or on its lapse, whe- 
ther under paragraph 687 or under paragraph 389 its amount should be 
^entered m the “Amount paid” column. 

2. The destruction of the advice lists of bills drawn may be sanctioned 
by the Principal Auditor after he has completed and adjusted his hst of 
lapsed bills for the period to which the advice belongs. 

Accounts of Bills paid. » 

581 . A volume should he prepared at the begin- ^ ^ .gj 

ning of the year (forms nos. 64 and 65), in which the 

bill's will be entered as they are paid, the daily total 
being each day carried to the cash hook. These registers 
of bills paid will be four in number (like those of bills 
issued), namely, for supply bill's and for transfer receipts, 
each a pair, one of which is for local (form no. 64) and 
one for foreign bills (form no. 66). 

582 . Eour schedules of bills paid (in the same , 
form as the registers) should be punctually written up 
before office closes in order to be submitted to the 
Principal Auditor on due dates, and the bills themselves 
•should be attached to their schedtdes. 
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I^buc of Remittance Transfer Receipts by Military 
Account Officers. 

0. AjC. 383. 583- Transfer receipts issued by military account 

officeiR (see paragraph 330) undergo, previous to pay- 
ment, ))recisely the same form of scrutinv and test. 
But tlie entry of the payment is to be made in the appio- 
priate column of the military schedule of payments 
(cliapter XXX) and not in the registei's prescribed m 
paragraphs 581 and 582. 

Issue of duplicates 

O.A.C. 384. 584. A duplicate of a bill may be issued under 

the circumstances stated in paragraph 331 and in the 
event of the loss of both original and duplicate, a 
triplicate may be issued on the same terms as the 
duplicate, the non-payment of the others being certified. 
No special form is provided for triplicates, the form of 
duplicate must be altered by hand. Neither duplicate 
nor triplicate can be issued Muthout reference to the 
Principal Auditor if the bill has lapsed. 

O.A.C.385. 585. The duplicate and triplicate must be drawn 

in exactly the same terms as the original bill with the 
same date, the same number, the same amount, and 
the name of the same payee, so that, if a lost bill has 
been endowed, the endorsee must applj for a duplicate 
through the original payee. It will fee issued under 
the signature of the officers in charge of the treasury 
at the time, although he be not the person who signed 
the original bill. 

c. A. "0.386. 586. No duplicate or triplicate older than six 

months should be paid without previous reference to 
the Principal Auditor or, in the case of military transfer 
receipts, to the Controller of Military Accounts or Con- 
troller of Military Supply Accounts; nor should any 
• duplicate or triplicate of a bill endorsed for payment at 
a sub-treasury be either cashed, or endorsed for pay- 
ment at a sub-treasury, until the officer at the sub- 
treasury has certified that he has not paid the original, 
and that he has recorded the issue of a duplicate. 
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Cancellation 

587 . When a bill is cancelled, as provided mC. AiC.387. 
paragraph 587 the fact of cancellation should be cons- 
picuously noted across the face of the bill; at the 
same time note should be made in the register of bills 
issued (form no. 60) and advice sent to the officer drawn 
on vs^ho should at once record the fact in the remarks 
column of the advice list originally received and also 
note the amount of the bill in the column of 
“Amount paid,” vide 580, rule 1. The amount refund- 
ed should be charged in the schedule of local or 
foreign bills paid (supply bills or transfer receipts), 
according as the bill cancelled is local or a foreign 
bill; and the name of the treasury drawn upon should 
be entered in the column of remarks The entry must 
be supported by the cancelled and duly receipted bill as 
voucher: and it must appear, even though issue and 
cancellation take place in the same month. The 
special (district) number of the cancelled bill may not 
be used for another bill even though no others have been 
drawn on the same district between the issue of the 
bill and its cancellation. 

Exchange. 

588 . Wh^ a biH is exchanged for another {see c.a.c. 388 . 
paragraph 335). file original bill will be treated and 
charged as a bill presented for payment, and the amount 

again credited as received for the issue of the new bill. 

Lapse of Bills. 

589 . Supply bills and transfer receipts, which are c. a. c. 389 . 
not paid before the end of the third account year after 

that in which they are issued, lapse, and should be so 
marked in the “remarks” column of the advice list, 
their amounts being at the same time posted in the. 
column “Amount paid”; their amount is transferred 
to the credit of government by an account entry made 
by the Principal Auditor. Should anyone apply for 
payment of a lapsed bill he should be directed to address 
the Principal Auditor; if payment be sanctioned, the 

6 
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amount will be charged in the cash book as a miscella- 
neous refund and noted against the credit to prevent 
a double payment The rule applies to bills drawn by 
treasuries under other governments, as well as by those 
under the same government. 

1 Transfer recei]f'ts issued by military account officers lapse in the 
same way as those of civil treasuries, and payment can be made only under 
an order of the controller, military accounts 

2. Regarding transfer receipts for sepoys’ remittances, see paragraph 
339 

Supply of forms. 


c A.c. 390. 590 . Forms of supply bills will be supplied to 

treasury officers by the Deputy Controller of the 
Currency and forms of remittance transfer receipts 
by the Principal Auditor. Controllers of military 
(including army factory, royal air force and marine) 
accounts wall make their own arrangements for the 
supply of these forms Indents for supplies should be 
in form no 66, and should ordinarily be for twelve 
months’ supply 

1 All these forms are now printed with a coloured ground -pat tern on 
water-marked paper, Any fraudulent erasure is impossible, inasmuch as it 
involves the removal of so much of the coloured ground pattern as to ensure 
detection, 

2 Regarding transfer receipts for sepoys’ remittances, see paragraph 
province, and that both letterpress and ground-pattern shall be in that 
colour, the printed numbers alone being m black Por duplicate, un 
numbered forms with the word “duplicate” enfaced promirieurly In ink of a 
different colour will be used 

3 Per the convenience of commeicial houses, it has been decided that 
supply bills for more than Bs 1 000 may, if required, be issued m duplicate, 
the fact of such an issue being noted in the advice A duplicate should 
not, however, be given, unless specially asked for 

Care of forms 

c.A. c. 391. 591 . Immediately on receipt of a parcel of forms 

of bills they should be carefully examined. The dupli- 
cates for district treasuries are’made up in books of ten 
each, and bear no numbers; they should be counted 
The originals are made up in books of fifty each, and 
bear a printed number in a general senes peculiar to 
* the province; here the series of numbers in each book 
should be checked, and the books themselves compared 
with the particulars given in the invoice. The acknow- 
ledgment should certify that the forms have been counted 
and found correct. 
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592 . The forms of bills and of advices should be ^ a . c . 392. 
placed in store under the key of the treasury officer, 

ivho should each morning issue the book or books con- 
taining bill forms, and the advice forms, for the day’s 
use He must be careful not to issue a book of a later 
serial number before an earlier, and therefore should 
see that the store is so arranged as to prevent mistakes. 

Every evening the unused forms will be returned to 
him and he should see that this series is unbroken; that 
no form is kept back unissued unless it be spoilt; that 
the number expended in the day agrees with the total 
numbers of the lists of bills issued, mz., on the local and 
on other governments. 

593 . Spoil forms should never be destroyed , both c. a c . 393 
the check margin and the form itself should be defaced 

under the treasury ofi&cers’ initials and the form 
returned to the Principal Auditor with the list of bills 
issued ^form no. 62 ), the defaced check margin being 
retained in the cheque book. 
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CHAPTEE XXrV. 

H - 

Miscellaneous subjects. 

Examination jees. 

594. All fees tendered by candidates for exami- ^ 
nation will be received at the treasury. A single 
receipt only is to be given, that is, a duplicate may on 

no account be issued. 

Note — the case of government examinations, when the fees from 
the several candidates in a school are remitted into the treasury m a Iuiqy’ 
sum, a single collective receipt for the whole amount will be issued 

595. If the amount, or any part of it, is to be 
refunded, a certificate will be endorsed upon the original 
receipts by the Secretary to the Board of Examiners, 
or the Secretary, Public Service Commission, as the case 
may be, speci^ng the amount to be refunded; and the 
amount so authorized will be paid on presentation of 
the original receipts so endorsed at the treasury whence 
it was issued — the recipient giving his receipt below the 
endorsement. 

Note — When a refund has to be made of a part of a lump sum remitted 
mto the treasury on behalf of several candidates in a school for which a 
single collective receipt has been issued, the procedure laid down m 
paragraphs 194 and 395 of these rules will be followed 

596. If the original amount was paid into the ® 
head office or branch of the Imperial Bank of India, 

the refund will be made (in accordance with above proce- 
dure) by the Principal Auditor. 

Custody and supply of stamps. 

597. Eules for the supply and distribution of*^*'^ c. 402 
stamps of all descriptions will be found in the United 
Provinces Stamp Manual. 
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CHAPTEE XXV. 

Central departments 
Central departments defined. 

598. The name “Central department” is here c. a. o. 403 
given to certain departments whose operations extend 

over several provinces, and whose accounts it is found 
convenient to collect under the charge of a single ac- 
counting officer, namely, the Accountant General, Cen- 
tral Eevenues. Transactions of such departments are 
ordinarily treated as pertaining to the central revenues 
to be passed on to the Accountant General, Central 
Eevenues, for adjustment. The following departments 
are included m the designation : 

Survey of India; 

Meteorology, 

Archaeology; 

Geological Survey: 

Intelligence Bureau, Home Department; 

Indian State Forces; 

Imperial Department of Agriculture; 

Mines; 

Botanical Survey; 

•Viceregal Estates. 

The charges of these departments should be reported 
to the Principal Auditor bi-monthly m schedules show- 
ing the voucher numbers and the amount of each voucher, 
a separate schedule being used for each department 

598A. The accounts of the Indian Stores depart- 
ment and the Northern India Salt Eevenue department 
which are also Central departments, are under the 
charge of the Audit Officer, Indian Stores department 
Payments to officers of these departments are made by 
the Audit Officer, Indian Stores department, by means 
of cheques. ^ 

Payments. 

599. Expenditure incurred by the Central de- O' a c. 404 
partments named below, will be disbursed by treasury 
officers on bills presented in the usual way and included 

in the bi-monthly accounts : 

Meteorology; 
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Intelligence Bureau, Home Department . 

Indian State Forces; 

Mines; 

3.A.C 405. Botanical Survey. 

600 . The Central departments named in the 
margin also draw money on bills 
( 1 ) Geoiogi^i Survey; presented in the usual way 'Such 
ment of Agriculture bills Can, however, be cashed only 

against letters of credit or payment 
orders issued by the Controller of the Currency. 

GOO A. The Superintendent of Viceregal Estates 
is placed in account with the treasuries at Simla, Delhi, 
Dehra Dun and Calcutta and obtains funds therefrom 
in the following ways : 

(i) by drawing cheques for all disbursements 

other than pay and allowances of govern- 
ment servants on regular establishments, 
not charged directly to works, and 

(ii) by presenting bills in the usual manner for 

pay and allowances of government servants 
as well as for personal advances. 

c, A. c, 406. goi . 'When cashing bills referred to in paragraphs 
599 and 600 the following points should be specially 
borne in mind ; 


Name of deparfcment 

Procedure 

Meteorology , - 

fa) Observers will draw bills for tbeir pay or 
allowance, and for their establishment 
under the signature of the local officer 
who may be xn charge of the observa- 
tory. Their contmgent bills must be 
countersigned by a Meteorologist or 
Director. 


(6) Bills for unusual expenditure or for any 
contingent expenditure exceeding Rs 200 
or for instruments exceedmg Rs 50 m 
value, or for expenditure ‘ ‘ on special 
works or undertakings must be 

countersigned by the Director-General 
of Observatories. 

Geological Survey 

The Director’s countersignature is necessary 
on all bills other than those of Geological 
Survey ofificers for their own pay and fixed 
allowances . 



[602 


( 497 ; 

CHAP. XXV] CENTBAL DEPAETMENTS 

602 . The following rules are peculiar to the c a. c. 40 T. 

Survey of India Department : 

(a) Funds are ordinarily supplied to survey 
parties, etc., by means of payment orders 
issued by the Controller of the Currency. 

Against these orders, pay, establishment, 
travelling allowance and contingent bills 
will be drawn in the usual way, a simple 
receipt in the subjoined form being used in 
respect of advances of all kinds other than 
those of travelling expenses which should 
be drawn on special prescribed forms of 
abstract travelling allowance bill : — 

Form no. 03a 

SIJEVEY OP INDIA. 

Treasury Eeceipt Form. 


No. 


Eeceived from the officer in charge of the 

treasury Eupees (m words)— ^being the 

to be accounted for by me to the Accountant 

General, Central Eevenues. 

Eupees (in figures) 

Dated 19 . 

In charge 

No. ^Party. 

1 An advance of pay to a gazetted government servant uill be drawn 
by himself on a requisition countersigned by the officer m charge of the 
survey party 

2 In cases when a survey party, or gazetted government servant, or 
an officer in charge of a party, is transferred from one province or district 
to another and no notice of such transfer has been given by the Controller 
of the Currency to the treasury officer of the latter, the pay bill of the party 
or officer may be cashed at the treasuiy of the new dis+iict on presentation 
of the bill accompanied by a last-pay certificate 

3 When a survey party or officer is detained in a district for a longer*' 
time than was originally notified, the treasury officer may, on a certificate 
to that effect from the officer in charge of the party, cash the bills for 
fixed charges for one month m additaon to the ad\mes he has leceiveL 

4 Like letters of credit payment orders will lapse at the end of the 
month next following the period for which they are issued, vide paragiaph 
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(b) In special cases, which will occur only when 

parties, etc., are at such a distance from a 
treasury or a sub- treasury that it is not 
practicable, to draw funds from them from 
time to time as required, funds to meet the 
travelling allowances and contingent ex- 
penses of all members of the party may 
be supplied by means of letters of credit 
issued by the Controller of the Currency. 
Pay bills will, however, always be drawn 
on the authority of payment orders [clause 
(«)] 

(c) A special letter of credit (see paragraph 443) 

IS sometimes issued in favour of an officer 
who is organizing a party, etc., or convey- 
ing it from one place to another 

(d) In the case of letters of credit, both ordinary 

and special, the money will be drawn by 
the officer in charge of the party, etc., 
from the treasury, as required, on simple 
receipts in the following form : 

Eeceived from the officer in charge of the 

treasury. Eupees (in words) ^to be 

accounted for by me to the Accountant G-eneral, Central 

Ee venues, in part of letter of credit No 

Eupees (in figures) . 

Dated 19 . 

S igned 

(Survey Eank) 

Officer in charge No. ^party. 

(e) The Surveyor General has furnished to all dis- 

trict officers and political agents lists of 
the survey stations of the Great Trigono- 
metrical Survey under their charge, and 
they are authorized to expend, for the pro- 
tection of each station, a sum not exceed- 
ing on an average Es 4 a year; outlay in 
excess of this amount should not be in- 
curred without special authority of the 
Director, Geodetic branch Payment 

should be made on a receipted bill. 
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accompanied by a separate receipt. The 
bill should be sent by the treasury officer 
to the Director, Geodetic branch at Dehra 
Dun, who will countersign and transmit 
it to the Accountant General, Central 
Revenues; the separate receipt will 
support the charge m the district accounts 

A similar procedure will also be followed in 
connexion with the maintenance of primary protected 
bench marks of the Survey of India which has been 
entrusted to the undermentioned authorities : 

(1) The Public Works department of the several 

provincial governments and local adminis- 
trations for bench marks situated within 
the Public Works Department area 

(2) The Eailw’ay department — for those situated 

on railway lands. 

(3) The district officers — ^for those in the United 

Provinces situated at a distance from the 
Public Works Department and railway 
areas. 

!NoT£ 1 — To facilitate check m the office of the Accountant General, 

Centidl Revenues, a note should be made m red ink on the separate receipt 
of the amount paid on account of each station (when the receipt 13 m a 
lump sum), and the date cn which it is paid at rhe treasury should be 
recorded on the receipted bill 

Note 2 — Bench maiks of all other kinds are of value to the local 
authorities The cost of their maintenance will accordingly be a charge on 
the budget of the local Governments, Indian States, or Railway Administra- 
tions, etc , as the case may be, if the latter requiie +0 keep such bench 
marks in serviceable condition 

Receipts. 

603. All receipts will be dealt wuth in the usual c. a. c. 408 . 
way. The following are additional rules for the Nor- 
thern India Salt Revenue Department : 

(a) Remittances made by a departmental officer 
wall be entered in a pass-book and accom- 
panied by a chalan 

(h) Traders and others will pay into any author- 
ized treasury or sub-treasury the duty 
payable on the salt they required, to- 
gether with its price, the price including 
the cost of the salt and all charges made 
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in connexion with bagging, weighing, 
loading and despatching it. The treasury 
officer will send daily an advice of such 
receipts to the salt revenue officer con- 
cerned. At the end of each month each 
treasury officer will send to the salt revenue 
officer concerned a statement in form no. 
67 of all such receipts brought to account 
during the month and a check statement 
in form no. 68. 

Bach treasury officer will also send to the Assistant 
Commissioner, Northern India Salt Eevenue, Internal 
Branch, Agra, a consolidated receipt of all fees received 
on account of saltpetre, khan, rassi and sajji licences in 
form no. 68 along with the statement of licences issued 
and fees realized 

(c) Money paid in as a deposit will not be cre- 

dited to the Northern India Salt Eevenue 
Department, but to revenue deposits as 
a deposit of the salt revenue officer; and 
repayment will be made on repayment 
orders signed by the officer through whom 
the credit is made. 

(d) At the end of every month the salt revenue 

officer will prepare a consolidated receipt 
for all the remittances made by him 
during the month, giving details of heads, 
and this he will send with his pass-book 
to the treasury officer, who will verify the 
entries in the pass-book, sign it and the 
consolidated receipt and return them to 
the salt revenue officer. The treasury 
officer will prepare monthly a schedule in 
form no. 69 of revenue received (exclud- 
ing deposits) and forward it to the 
Principal Auditor along with his cash 
account. 

(e) Eevenue realized by officers of the Internal 

Branch will be remitted to the nearest 
treasury or sub-treasury. A consolidated 
receipt will be prepared monthly by the 
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salt revenue ofi&cer, who will send it with 
the receipted chalans to the treasury 
officer for signature and return. 

(/) The duty and other charges for the purchase 
of Baragora salt may be received at all 
district and sub-treasuries and should be 
taken in the treasury accounts to the head 
of accounts “Bombay Salt department.” 

The payments into the .treasury should be 
accompanied by indents in the prescribed 
form for the quantity of .salt to be deli- 
vered, and these indents should be 
submitted by the treasury officer daily in 
original with a covering list to the Super- 
intendent, Salt department, Kharagoda, 
Ahmedabad district, Bombay Presidency. 

At the end of each month, each treasury 
officer will send to the Chief Account 
Officer of Customs, Salt and Opium, 

Bombay, a statement in form no. 70 of 
all such receipts brought to account during 
the month. 

Note — ^Tiie forms for indents and receipts to be granted for money 
received should be obtained from the Bombay Salt department. 

Eofipenses of the Governor-General on tour. 

604 . The Military Secretary to the Viceroy draws ,c.a.c. 408 a 
funds at treasuries on simple receipts on account of ex- 
penditure for tour expenses. Such transactions are 
treated as those pertaining to central revenues. 
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CHAPTER XXVI 


Forest department 
Receipts 

605 . All sums paid into a treasury by a forest c.a. c. 409 
officer or on his account should be credited to the Forest 
department as “Forest remittances.” 

606 . Revenue collected at outlying stations may ^ 
be remitted to treasuries by means of money orders 
In such eases no duplicate ehalan is tendered at the trea- 
sury, but the money received from the post office is 
credited without any ehalan. The acknowledgement 
with the coupon of the money order is forwarded by the 
treasury to the divisional forest officer and also an advice 
of all the remittances received by money order on each 
day on which such transactions may occur 

607 . Earnest-money deposits tendered bv con- c. a. 0 . 4o» 
tractors or purchasers of forest produce are credited to 
revenue deposits and not to forest remittanr os, vide para- 
graph 340 

608 . A treasury officer will receive forest revenue 0 . a c 410 
when paid in by or on behalf of a forest officer with or 
without his countersignature on the ehalan Tlie 

ehalan should, however, invariably show the forest divi- 
sion to which the money should be credited When the 
ehalan is not countersigned by the forest officer, the 
treasury officer should send a copy of it direct to the 
-divisional forest officer in order that the revenue mav be 
brought to account in his books. 

Note — The Treastiry Officer, Bareilly, has been specially aainonzen « 

receive forest revenne paid m by contractors without the countersignature ot 
the forest officers 

609 . Each item of receipt should be shown 
separately m the schedule of forest receipts which should 
be prepared in form no. 7l for submission to the Principal 
Andito*'. When two 01 more forest officers deal with" 
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treasury, the receipts from each should be shown in 
separate columns. 


C. A. C. 411. 


C. A. 0.412. 


C. A. C. 413. 


0. A. 0. 414. 


610 . Eemittances by forest officers may be in 
cash or partly in cash and partly by cheque, or wholly 
by a cheque drawn against the letter of credit, the 
amount paid in cash and the amount remitted by cheque 
being shown separately in the chalhn or remittance note. 

611 . A consolidated receipt for the forest remit- 
tances received and credited during the month should 
be furnished by the treasury officer on the first of the 
ensuing month to each of the divisional forest officers 
dealing with his treasury. 

-Payments. 

612 . {a) Funds' areiSU^lied to the Forest depart- 
ment by means of cheques by divisional forest 

officers or other officers autno:]^ed to do so, and no 
charges on account of the Foff^t department will be 
paid otherwise than on cheques^so drawn 

(b) Officers of othw ^civ'fT departments acting as 
forest disbursers can similarly obtain funds for forest 
expenditure only by means of cheques. 

1. For refunds' of earnest-money deposited by cuntractois, see paragraph 

346(5) 

2 For cheques received in payment of the value t^f serv.ce postage 
stamps, see paragraph 166II 

613 . The treasury officer will cash a cheque 
drawn by an officer holding charge of a forest sub-division 
or range, provided that he has received from the conser- 
vator instructions to that effect in writing. Such in- 
structions must empower the officer personally and may 
specify the extent to which he may draw. That officer 
must not use the same cheque book as the divisional 
officer. 


c. A. c. 415. 614 . A treasury officer will endeavour to provide 

funds at a sub-treasury to meet the demands of a forest 
officer for drawals at that sub-treasury provided that 
he has received due warning from that officer of the 
probable amount to be so drawn; but see paragraph 436. 
0 . A. 0.416 615 . Each cheque paid will be entered in a sche- 

dule in form no. 72 to be submitted to the Principal 
'Auditor 
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Forest oncers on Leave 

616 . The leave salary of forest officers on leave c. a c, 47j 
in India at a place where there is no disbursing forest 
officer may be paid under the same rules as those of any 
other gazetted officer. The bills should be charged in 
the treasury accounts in the same way as forest cheques 
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CHAPTEB XXVII. 


Eailway department 

Note — rules m this ebapter apply also to railway companies which, 
under the terms of their agreements, are provided with funds by credits on 
government treasuries and are required or permitted to remit their cash 
receipts thereto. 


Receipts. 

617 . No deposit account can be opened in a civil c.a. c. 4I8 
treasury by government servants of the railway depart- 
ment; whatever sums are paid into a treasury by a rail- 
way^ officer, or on his account, must he carried to the 

credit of that department in the civil accounts. 

This rule apphes also to deposits made, at the instance of the railway 
department, by mumcipalities or other local funds or local bodies, to meet 
the cost of works to be earned out by that department. lu this case the 
accompanymg chalan {paragraph 31) should stace clearly the name of the 
railway (and it possible of tbe railway district) to which the amount is 
creditable and of the work to -which the deposit relates. 

618 . A railway officer who has frequently to make 
remittances will keep a book in which he will enter all 
his remittances to the treasury. This book should ac- 
company the cash and the chalan to be 'receipted by the 
treasury (paragraph 33). At the end of the month a 
consolidated receipt for the whole of the remittances 
made during that period should be prepared by him and 
sent with the remitttance book to the treasury officer, 
who, after verifying the entries by comparison with the 
schedule of receipts, form no. 75 (paragraph 620). will 
sign the book and the receipt and return them to that 
officer. 

1 The cons<didat6d receipt wiH be s.gned by the treasury officer, how- 
ever small its ♦amount may be. 

2. Eemittances made to local head offices of the Imperial Bank of India 
of cheques paid in as railway receipts should be entered in the remittance 
book, but in the place for the treasury receipt should be entered *‘By Bank * 
cheques, and the book need not be sent with the remittance, provided that 

the cheques are always endorsed “Pay to the Bank of “ or “ Credit 

account of Government ” 

619 . (a) In the case of open lines of railway re- c.*42o. 
mittances of cash are made by or on behalf of the chief 
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auditor of the railway or the chief accounts officer of 
the railway where such officer exists as far as possible 
daily. Each remittance is sent under cover of a special 
form (State Railway form no. C. 0. 20), tendered in 
duplicate, giving full particulars of the remittance. The 
treasury officer will write in words at the foot of each 
form the amount received, and will return one of the 
forms as a receipt, the other being reramed in the- 
treasury. 

(h) At the close of each month the chief auditor or 
the chief accounts officer of the railwav where such officer 
exists will forward a consolidated receipt to the treasury 
. officer for signature (paragraph 618). The daily receipts 
will not be returned to the treasury. 

NoTE-^The Controller of Eaiiway Accounts and the Director of the 
Railway Clearing Accounts OSice also perform the duties prescribed for the 
Chief Auditor and the Chief Accounts Officer under suh-paragraphs (a) and 

(c) In the case of railway stations permitted to pay 
their earnings direct to local treasuries, each remittance 
will be sent to the treasury with the book of Treasury 
Remittance Notes (State Railway form no. C. 0. 20) 
which contains one block foil and two counterfoils. 
These counterfoils and the block foil will be filled in 
by the station master to show the full particulars of 
the remittance. The treasury officer will write in 
words at the foot of each form the amount received, 
and will retain one of the counterfoils, returning 
the book with the block foil and the remaining counter- 
foil duly initialled and signed respectively. From 
these attested block foils the station master will prepare 
the consolidated treasury receipt at the end of the month 
and get it signed by the treasury officer and forward it 
to the Chief Auditor, or the Chief Accounts Officer of the 
railway where such officer exists. 

421. 620. All receipts on account of the railway de- 

“ partment must be recorded in a register in form no. 75', 
care being taken to show remittances received from de- 
partmental officers and their subordinates separate from 
those received from others on their account. An extract 
from this register will be made and sent to the Principal 
Auditor with the cash account. 
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Payments. 

621 . Funds Will be supplied to the company- c. a. c. 422 
managed railways by means of letters of credit (form 73). 

The Government Examiner of Accounts who is the Audit 
Officer for this purpose and requires funds to be placed 
at the credit of their disbursing officers at particular trea- 
suries may issue the letters of credit direct on those 
treasuries, specimens of signature of the relieving officer 
being supplied by the relieved officer for the information 
and guidance of the Treasurv Officer when there is a 
■change of office. 

1 The system of letters of credit on State-managed railx^'ays has 
been abolished In case of drawings on snb-treasnries, however, the dis- 
bursing officers will give the necessary notice to the Treasure Officers 
concerned as required tinder paragraph 63 of the Financial Hand beak, 

VoiuDie V, Part I 

2 In the case of railway companies, the government evainmer of 
accounts -will be tieated as the audit officer for the purposes of this and ether 
rules m this chapter. 

622 . If a letter of credit miscarrv, or be delayed c. a.c. 423 
■and the disbursing officer thereby runs short of funds he 

may be allowed to draw' funds within the limit of the 
expected letter of credit but the Treasury Officer will at 
once report the circumstances by telegram to the Govern- 
ment Examiner of Accounts by whom the letter of credit 
is to be issued. 

ITote 1 — The agents of the branches of the Imperial Bank of Ii^ia will 
also be guided by this role. 

Note 2 — The Controller of Railway Accounts and the Director of 
Railway Clearing Accounts Office also perfonn the duties prescribed for 
audit and accounts officers under this paragraph 

Cheques. 

623 . Officers of company-managed railways will c. a. c. 424 . 
draw against their letters of credit solely by means of 
cheques. They are supplied departmentally with num- 
bered cheque books, and before bringing one into use will 

advise the treasury officer of its number for record in the * 
register of cheques paid (form no. 74). See paragraph 
439. 

624 . Paid cheques will be sent up by treasury 0 . a. c. 425. 
officers in support of the debits in their accounts. 
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accompanied by a covering list working up to the total 
debit. The covering list should show \ 1 ) serial no. ( 2 ) 
no. of cheques, ( 3 ) amount of the cheque. 

Subordinate Railway Officers 

0. A. c. 42 a. 625 . A government servant in whose favour a 

letter of credit has been issued may empower any of his 
subordinate officers to draw cheques against his own 
letter of credit to any extent that he may specify supply- 
ing him with a cheque book bearing a different number 
from his own, and, of course, advising the treasury 
officer thereof. 

Note —Separate letters of credit for such subordinate officers should not 
be opened either at the head or at a sub-treasury, the disbursing officer who 
ordinarily draws funds foT this purpose g ves a letter of authority only an i 
the cheques drawn and paid under his authority will be charged off in the 
same way as if drawn by himself. His letter of authority should be dealt 
with m the manner described in paragraph 439, 

c. A. c. 427. 626 . When funds are required for a subordinate 

at a different treasury from that with which an officer 
of the company-managed railway himself banks, the 
latter should obtain a letter of credit on that treasury, and 
then empower his subordinate to draw against it. Funds 
should not be made available for such a purpose bv 
means of remittance transfer receipts. 

Payments at sub-treasuries 

0. A. 0.428. 627 . Funds may be obtained by a departmental 

officer, or his subordinate officers, from tahsil or sub- 
treasuries by means of 'cheques; but see paragraphs 6 ^ 
and 63 . 

Service postage stamps. 

c. A. c. 429 . 628 . No paymenifc will he made at the treasury 

by officers of State railways worked by the State for 
the value of service postage stamps received by them 
from the treasury. Heads of departments and district 
officers, including those not located at the headquarters 
, of the railway, are authorized to prepare bills for service 
postage stamps in the special form prescribed in para- 
graph 166 and present them at the nearest treasury, 
where they will be dealt with in the manner prescribed in 
that paragraph. No receipt will be granted by the trea- 
sury officer as cash is not paid into the treasury. 
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Compensation for lands. 

6i2d. Payments on account of compensation for 
lands taken up for the purposes of the Railway depart- 
ment should be debited direct in the cash book, the name 
of the railway (and, if possible, the name of the railway 
district) concerned being specified in each case. This 
rule does not, however, apply to payments of compensa- 
tion made by special land acquisition officers (see Appen- 
dix XI) acting as disbursers of the Railway department. 
Such officers should be treated for the purposes of the 
rules in this "chapter as officers of the railway depart- 
ment, and treasury officers are prohibited from issuing 
any money for their disbursements except against (1), 
letters of credit issued in their favour or (2) the written 
authority (see paragraph 625) of a railway department 
officer permitting them to draw against his own letter 
of credit. 


Pass book. 

630. The amount of each cheque paid and entered 
in the treasury accounts must be recorded also in a pass 
book (form no. 76), which will remain with the depart- 
mental officer and be sent by him periodically to be writ- 
ten up by the treasury officer from the register of cheques 
paid, details ®f cheques paid at a branch bank or at a 
sub-treasury being taken from the daily sheets. Nothing 
is to be credited in the register or in the departmental 
officer’s pass book except the letters of credit. 

Note — A departmental officer at tte headqnarters station shonld s^nd 
his pass book to be written up every week; that of an officer at a distance 
may be forwarded at longer intervals, but the dates shonld be fixed A 
departipental officer having banking acconnts with two treasuries will, of 
coxnse, have two pass books. 

Monthly Settlement. 

631. The treasury officer should arrange to have 
a monthly settlement very early in the month with th^ 
departmental officer, i.e., he should have the pass book 
written up in respect of letters of credit received and 
cheques cashed, and issue a consolidated receipt for the 
remittances received during the previous month, vide 
paragraphs 630, 618 and 619. He should also furnish 


0. A. C. 430 


C. A. 0. 431. 


C. A. 0. 432. 
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the departmental oflScer with a certificate of balance as 
follows : 

I hereby certify that the undrawn balance of. Mr. , 

Officer in charge of ^Railway, at the 

end of 193 ^is Bs. (in words). 
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CHAPTER XXVIII— Deleted 


632 — 63S. (Deleted). 
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CHx^PTER XXIX. 


Public Works department. 

Introductory. 

636 . The rules in this chapter apply primarily c. a. c. 437 . 
to officers of the Public Works department. They are 
equally applicable to special land acquisition officers and 
other officers not belonging to the Public Works depart- 
ment, who may be authorized to incur expenditure 
against the grant for “public works.” 

1 Treasury officers aie prohibited from issuing any money for the 
disbursements of civil officers acting as public works disbursers, except in 
accordance with the rules in this chapter. 

637 * They do not apply to charges for construe- 0. a. c. 438 . 
tion (petty) and repair which are not treated as expendi- 
ture of the Public Works department, vide the rules in 
Chapter XIII. 

1. Pot receipts on account of military cemeteries, see paragraph 654A 

Receipts 

638 . (a) The rules in paragi’aphs 617, 618 and c. a. c. 439- 

620 apply mutatis mutandis to all cash recpipts received 
from or on behalf of officers of the Public Works depart- 
ment. 

(6) For receipts on account of recoveries of rent of 
buildings, see paragraph 107A. These recoveries 
should be credited in the manner laid down in exception 
(5) to rule 2 to paragraph 444(e). 

• 

Payments. 

636 . Funds are supplied to officers of the public c. a. c. 4a. 
works department in two ways, viz., (1) 4irectly by pay, 
travelling allowance and contingent bills, and (2) by 
means of cheques. 
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o. A. c 440 640 . The two classes of payments referred to in 

paragraph 639 above wnll be registered separately in the 
treasury. 

Bills. 

c. A. c. 441 ^ Q azetted government servants of the Public 

Works department draw their personal bills in the same 
way as gazetted government servants of the civil depart- 
ment. Bills of non-gazetted government servants and 
contingent bills are, however, drawn only by certain 
heads of offices; treasury officers will cash such bills of 
public works officers only if the latter have been placed 
in account with them specially for these purposes by 
a written authority from the Principal Auditor. 

1 The rules in Chapters lU and V to VUE apply mufatis irnfandts 

c. A. c. 442. 642 . Bills of non-gazetted government servants 

and contingent bills presented for encashment may, at 
the option of the drawing officer, be paid wholly in cash 
or partly in cash and partly by (a) cash orders on sub- 
treasuries (rule 2 to paragraph 64), (b) remittance 
transfer receipts on other districts, vide paragraph 324. 

Cheques. 

c. A. C.443. 643 . Officers in charge of public works divisions 

and other public works officers who may be so authorized 
by the Principal Auditor in accordance with the rules 
in Volume VI of the Handbook may draw cheques on 
specified treasuries and thus obtain the funds reouired 
by them for departmental disbursements not covered by 
the bills cashed directly at treasuries. ISTo lettem of 
credit will, however, be issued specifying the limit up 
to which cheques may be drawn during the month. 

c. A. 0.444 644 . Payments made on cheques should be re- 

■corded in the reffister of cheques paid (form no. 74) pre- 
scribed for the Railw'ay department; but no entrip will 
' be made in the column for “balance,” there being no 
letters of credit The paid cheques should be sent up by 
treasury officers in support of the debits in their accounts, 
accompanied by a covering list working up to the total 
debit. The covering list should show (1) serial no., 
(2) no. of the cheques, and (3) amount of the cheque. 
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Subordinate officers. 

645 . A divisional officer, authorized under para- 
graph 646 to draw cheques on the treasury, may em- 
power any of his sub-divisional officers to draw against 
his own account. Separate accounts for sub-divisional 
officers should not be opened either at the head or at a 
sub-treasury; the divisional officer gives a letter of autho 
rity only and the cheques drawn and paid under his 
authority will be charged off in the same way as if drawn 
by himself. But if the divisional officer has intimated 
any limitation on the drawings of a sub-divisional officer 
for any month, the cheques drawn by the latter during 
that month should be noted, irrespective of the date of 
payment on the reverse of the letter advising the limita- 
tion, in the manner prescribed in paragraph 439. The 
entry in the register of cheques paid (paragraph 644), 
should, however, appear under the date of actual pay- 
ment. 

1 The accounts of ali public works officers are not closed on the last 
day of the calendar month The letters of intirualion therefore, <»peci£y 
the dates of eommencem'^nt and termination of the month in each case and 
the ntimatioDs advised therein should be held to be applicable to cheques 
drawn during the month thus defined Any undrawn balance is not available 
for drawmgs in subsequent months 

646 . When funds are required for a sub-divi- 
sional officer at a different treasury from that with which 
the divisional officer himself banks, the latter should get 
himself placed in account with that treasury (vide para- 
graph 643) and then empower bis subordinate to dmw^ 
against his account. Funds should not be made avail- 
able for such a purpose by means of remittance transfer 
receipts. 

Payments at sub-tTea.suries 

647 . Funds may also be obtained by the divisional o. a. c. 447 
officer, or his sub-divisional officers, from tahsils or sub- 
treasuries by means of cheques, but see paragraphs 56 

and 63. 

1. See also rule 1 to paragraph 656 

Pass booh. 

648 . The amount of each cheque paid must he c. a. c. 448 . 
recorded also in a pass book or list of cheques cashed 
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(form no. 77), which will remain with the divisional 
of&cer, and be sent by him periodically to be written up 
by the treasury officer from the register of cheques paid, 
details of cheques paid at a branch bank or at a sub- 
treasury being taken from the daily sheets. 

Note — A divisional officer at the headquarters station should send his 
pass book to be written np every week ; that of a divisional officer at a distance 
may be forwarded at ’onger intervals, but the dates shonll be fixed A 
divisional officer having banking accounts with two treasuries will, of course* 
ha\e two pass books 

MiscManeous 'payments 

c. A. c. 449 . 649. Miscellaneous payments inade at the treas- 

ury on behalf of the public works department and pay- 
ments made by land acquisition officers, not being special 
officers (Appendix XI), on account of compensation for 
lands taken up for that department, should be debited 
direct in the cash book, the name of the division or office 
concerned being specified in each case. 

Monthly settlement 

■C.A.O. 430 650 , The treasury officer should arrange to have 

a monthly settlement very early in the month with the 
divisional officer, i.e., he should have the pass book 
written up in respect of cheques cashed during the pre- 
vious month, and issue a consolidated receipt for the 
whole of the remittances received from the divisional 
officer and his subordinates during that month, vide 
paragraphs 631, 688 and 648. He should also furnish 
the divisional officer with a certificate of total issues in 
form no. 77A. 

Return of forms supplied 

0 A 0 431 statement should be sent quarterly to each - 

’ divisional officer giving the numbers and dates of all 
public works cheque books and receipt books issued (vide 
paragraph 437) on requisitions received from him and 
'from each of his sub-divisional officers. 
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CHAPTEE XXX. 


Militaey Depab^ment 

Military Receipts. 

652. Except in the case of earnest-money deposits 
[see paragraph 665(a)] cash tendered at a civil treasury 
by a military officer on account of the military department 
must be accompanied by a receivable order, in duplicate, 
issued by one of the officers mentioned in paragraph 653 
in the following form (India Army form A-507), a 
stock of which is kept by them. On this authority the 
treasury officer will accept the mo3iey, credit it as a 
military receipt, and give the receipt to the person who 
pays the money : — 

Please receive from or order the sum of 

Rb. on account of ^and credit the 

amount as a military departmental receipt, pertaining to 
the (a) — 

No. . 

Dated Designation of Officer. 

(a) Here enter the name of the controller of military, army factory, or 
loyal air force accounts concerned 

Note 1 — ^The duplicate copies of the receivable orders should be for 
warded with the schedule of military remittances, form no 78-A, (v‘de para 
^aph 682) to the Principal Auditor. 

Nora 2 — ^Becovenes made by civil authonties on account of the iivilitary 
department may be paid into treasury without a receivable order from a 
military officer. 

Note 3 — Cheques received for service stamps supplied to mihtary 
officers should not be treated as military receipts, but dealt witb under 421 
and 422. See also paragraph 166II. 

Note 4 —Bor facility of reference and reconciliation differences all receipts 
for money paid on military receivable orders should be allotted serial numbers 
and should indicate the number recorded on the receivable order 

6S3* The following is a list of departmental 
officers who are authorized to grant receivable orders : — c.a.o. 453 

The Military Accountant General or any gazetted » 
government servant on his staff. 

The Controller of Accounts, “N )r any gazetted 
Eoyal Air Force, / government 

The Controller of Army Fae- t servant on their 
tory Accounts, / staff. 
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The Controllers of Military Ac- or any gazetted 
counts,* f government 

The Controller of Marine Ac- ^ servant on 
counts, J their staff. 

Director, Royal Indian Marine 

Deputy Director, Royal Indian 
Marine. 

Officers in charge Military 
Treasure chests. 

Director of Contracts, Army Headquarters. 
OfScers and others (including accredited 
government agents) under the Director of 
Contracts. 

Controller of Chemical Research, Rawalpindi. 

Officer-in-charge, Assembly Factory, Rawal- 
pindi. 

Director of Military Training at Army Head- 
quarters, Staff Officers of Commands, 
Districts and Brigades Commandants of 
Schools of Inspection. 

Recruiting Officer for Gurkhas, Gorakhpur, and 
Assistant Recruiting Officer for Gurkhas. 
Ghoom. 

Military Estates Officers, and their representatives 
in cantonments. 

The Colonel Commandant, Rangoon Brigade 
Area 

The Embarkation Staff Officers, Bombay and 
Karachi, 

The Officers-in-charge, Clothing depots. 

The superintendents of remount depots. 

The officers-in-charge, medical stores depots. 

Officers and others in-charge of grass farms. 

Remount and purchasing agents. 

Superintendents of ordnance factories. 

Inspectors and assistant inspectors of ordnance 
inspection staff. 

The Proof Officer in charge of the Proof and 
Experimental Branch, Balasore. 

The Director of Ordnance Factories and Manufac- 
ture. 



( 621 ) 


CHAP. 5XX] MILITARY DEPARTMENT [654 

Chief Ordnance officers. 

Officers (commissioned or warrant) in charge of 
arsenals or ordnance depots. 

Departmental officers with honorary rank, warrant 
and non-comraissioned officers in supply 
and transport charge at outposts. 

The Superintendents, army remount department 
— Horse-breeding circles. 

Officers of the supply and transport corps. 

Officers-in-charge of Pensioners Trivandrum and 
Trichur. 

Pension Paymasters, Madras, Bangalore and 
Secunderabad 

Officers and others in charge of Military dairy 
farms. 

The General Officer Commanding Aden and 
officers commanding units at Aden 

The General Officer Commanding, Port Blair. 

Officers commanding a unit. 

Military engineer service officers and sub-divi- 
sional officers. 

Military engineer service accounting officers, i.e., 
commanding royal engineers, garrison en- 
gineers, district stores officers, and suh- 
divisional officers.* 

Noie — The above list should be strictly adhered to by tieasury oflacers 
in accepting money from or on behalf of military department 

054 . For money paid into the civil treasury on 
any military account (vide paragraph 652), the treasury o. a. o. 454 . 
officer (or, if the amount is less than 500 rupees, the 
accoimtant and the treo surer) will give an acknowledge- • 
ment in the following form : — 

^Uiiu accountants attached to the ohices of Commanders Koval Engineers, 
and the head clerks employed in the offices of Garrison Engineers are 
authorized to sign receivable orders m connexion yrith amounts due to the 
State on account of rent and charges for water and electric energy on the under- 
standing that the responsibility foi their correctness devolves upon the account- 
mg officers concerned 
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Serial no 

Receivable order no 

Cash Receipt — Military department. 

Beceived from ^the sum of Es. 

■whiich will! be credited in my schedule of military re- 
ceipts appertaining to the (a). 

Bs. . 


Station- 


Date- 


Treasury Officer. 

[a) Heie entei the name of the military accounts officer specified in the 
leceivable order, vide paiagraph 652 

Note 1 — The receipt should invariably bear the serial number, as 
well as the number recorded on the leceivabie order 

Note 2 — Receipts may be given in duplicate, the duplicate copy being 
clearly marked as such, when money is paid into the cml treasury by Indian 
States m payment of the cost of stores issued by the Army 

Note 3 — ^The depositor should forward the receipt without delay to the 
officer issuing the receivable ordei (through the supply officer in the case 
of sums deposited on account of aiticles demanded on payment requisitions) 
to enable him to pass it on at once to his account officer for ad^vHment 
In the cases referred to in note 2 above only the duplicate copy of the 
receipt should be forwarded. 

654A. Amounts paid into a civil treasury by 
civil officers on account of military cemeteries will be 
treated in the treasury in the same way as other military 
receipts under paragraphs 652 to 654 
Military Deposits. 

655. Deposits of the military department are of 
kinds : — 

(a) Earnest-money deposits, made hy intending 
tenderers. — These are treated as revenue 
deposits, vide paragraph 341. 

(b) OtheV deposits. — These will be received only 
under the written authority prescribed in 
paragraph 652 and they can be repaid 
only by cheques drawn against the assign- 
ments. These are to he orediled in the 
schedule of militarv receipt's. 


C.A.O. 466. 

two 
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Deceased Officers' Estates. 

656; The following form of receipt must be used C- a. c. 456j 
when cash is tendered by presidents of committees of 
adjustment of estates of deceased of&cers and men : — 

Estates of deceased officers and soldiers 

Civil Treasury (or Bank) of at 

Dated the 19 — 

Received from — President, Com- 
mittee of Adjustment, the sum of Rs. , to 

be placed to credit of*- (a) on account of estate 

of the ^regiment 


In charge of Treasury. 

(a) Here enter the name of the military accounts officer specified m the 
receivable order, •^nde paragraph 65‘2 

^ OTE — The surplus of the estates of deceased persons and of the pro- 
perty of deserters subject to the Indian Army Act (Act VIII of 1911) is 
remitted by the military department to the Accountant-General, Cential 
Eevenues. 


Assignments for Payments. 

657. Funds will be placed at the disposal of mili- c a o 657 
tary disbursing officers by annual assignment estimates 

in their favour issued to treasury officers by the depart- 
mental audit officers in accordance with the procedure 
laid down in paragraph 621. The probable cash re- 
quirements of each officer for each month are specified 
in these assignments. All military disbursing officers 
may arrange in direct communication with their depart- 
mental audit officers for the transfer of their cash 
assignments from one treasury to another except in cases 
in which the transfer of funds is desired in favour of 
another disbursing officer. 

658. Payments will be made by treasury officers o. a. c. 468 . 
against these assignments, provided that the disburse- 
ments made in any month, added to the payments • 
already made in the previous months of the year, do not 

exceed the amount for which provision has been made 
up to that period in the annual estimate. 

Hotes 1 — T’or example, if the total provisloE of funds from April to 
ITovember, inclusive, be at the rate of one lakh of rupees per month, or eight 
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lakhs in the aggregate, and the amount drawn upto October be only six 
lakhs, the difference (or two lakhs) may be drawn in November 

Noib 2 — The amount of remittance tiansfer receipts drawn by miJifcary 
account oificers (paragraph 583) will not be taken against the amount of their 
annual assignments 

c.A. c. 459. 659 . The balance of the assignment unpaid on 

the last day of the year Mill lapse, except as regards 
cheques drawn before but paid after the end of the year, 
the amounts of which will be taken against the balance 
of the assignment of the year in which tie cheques 
were drawn, the excess, if any, being treated as an over- 
drawal of the previous year and reported to the authori- 
ties concerned. 

c A. c. 460. 660 . When a regiment or battery is moved from 

a station where there is a military treasure chest to a 
station where there is a civil treasury, or vicei versa, the 
Controller of military accounts will obtain from the 
treasury officer or military chest officer, as the case 
may be, a certificate specifying the full amount paid 
from the treasury or treasure chest within the official 
year and arrange for transfer of assignment. 

Cheques. 


0. A. Ca 461, 


C.A.C. 462. 


C. A. C. 463- 


661 . A military disbursing officer, who is allow- 
ed an annual assignment on a civil treasury, will draw 
against it .exclusively bv cheques in the prescribed form, 
which will be forwarded as vouchers in support of the 
charges in the treasury account. 

662 . As prescribed in paragraph 658, the total 
payments on cheques during any month should not ex- 
ceed the month’s assignments plus the undrawn balance, 
if any, of previous months of the year. 

663 . The issues of cash from civil treasuries to 
officers commanding British units will be made weekly 
on cheques which will be signed by the military account 
officers. 

Note. — M ilitary accotmts officers, for payment of claims cf regiments 
in their payment at Chanbattia, are allowed to draw as many cheques ps 
are required upon the Banikhet sub-treasury. 


o A c 464 664 . Indian units and officers of botE British 

■ and Indian units are paid monthly by cheque signed by 
the military account officer. Additional cheques for 
the payments of detachments and advances of pay to 
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officers leaving the corps, men proceeding on furlough, 
etc. , may -be issued by the military account officer as 
required." 

665 . In order to ensure that no inconvenience 
caused to civil account officers in determining the par- 
ticular military account office against which debits 
should be raised for sums paid by civil treasuries on ac- 
count of military transactions, each officer who draws 
money by issuing a cheque, remittance transfer receipt, 
etc., as a military disbursement, should state on the 
cheque or other document the particular military account 
office against which the amounts should be debited, 
special care being taken to indicate the correct alloca- 
tion. 


Military Training Giants. 

666 . Each officer to whom a portion of the 
annual training grant has been allotted will be granted 
a cash assignment on a treasury for the amount allotted 
to him and will draw against tliat assigimient by cheque 
for the pavment of charges as required Should it be 
necessarj" for an allottee to make payments at a treasury 
other than that at which his assignment has been made, 
a ti’ansfer of the necessary funds will be arranged for 
by the controller of military accounts on application. 

Each allottee will maintain a pass book in form no. 

76 which will be sent periodically to the treasury officer 
to be completed from the register of cheques paid, and 
always immediately after the close of the month. 

Note —The unexpended balance of an assignment for a training grant 
allotment lapses to Government ah the close of the financial year to which 
it relates 

Advances. 

667 . In cases of emergency when time does not c. a. c. 466 . 
admit of money being obtained from a militaiy accounts 

officer, an advance, if admissible under rule, may be , 
paid by a civil treasury on the authority of a district or 
station order specifying the sum sanctioned and the 
name and office of the individual. The individual re- 
ceiving the advance must furnish the treasury' officer 
with a copy of the order sanctioning the advance and a 
receipt in duplicate. The order authorizing a treasury 
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oMcer to make an advance of pay, travelling allowance, 
etc, should also indicate the particular military ac- 
counts ofl&cer, by whom the advance is adjustable. Each 
officer who signs an order for an advance will satisfy 
himself of its propriety and admissibility and the iden- 
tity of the applicant. He will be held responsible that 
no unauthorized and irregular advances are granted. 
Such credit must not be applied for except in cases of 
actual necessity Payments against advances so ob- 
tained will be made on cheques in the ordinary form, 
and Vill be charged in the treasury accounts in the 
same way. 

Note 1 — ^The procedure m respect of custody, issue, and encasKment 
of station orders should be the same as in the case of cheques That is — 
(1> Station orders shouldj he witten in a presonbed form printed on a 
special kind of paper and bound m books of convenient sizes 
(2) The instructions contained in paragraphs 57 and 58 should be 
followed in the case of station orders also. 

^3) Each book containing station order forms should be numbered con 
seoutively and there should be two numbers on each form, viz , 
Station order no^ _ 

Book~no”~~* numbei of each book as well as that 

of the first and the last forms contained therein should be com- 
municated to the treasury officer before the book is brought into 
use On presentation of a station order at the treasury for xay 
menti it will be the dutv of the treasury officer to satisfy 
himself, by coinpaiison of the numbers printed on it that o 
has been issued from the book notified to be in use by the officer 
signing the station order 

0 A c 467 €68* Emergent advances to military officers on 

‘ account of pay and allowances will be made only on the 
authority of divisional headquarters or station orders, 
or under special instructions of Government. Receipts 
for such advances will be marked “emergent,” and the 
district or station order must he furnished in each case 
to support the charge. One receipt, with one copv of 
the station ordet should be transmitted to the controller 
of military (including Royal air force, army factory and 
marine) accounts concerned, on the very datj on which 
the advance is made, the other copv of the receipt, with 
another copy of the order, being the voucher with the 
account. 

Exception — the case of emergent advances drawn at Calcutta, 
Madras or Bomhav, the receipts should he presented at the offic^e or the 
Accountant Q-eneral, who will then issue cheques on the local head office of 
the Irapenal Bank ol India. 

Note — ^N ote 1 nnder paragraph 667 applies to this paragraph also 
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669. In every case when an advance is made on c a . o. 468. 
the authority of a station or district order, under the 
provisions of paragi-aphs 667 and 668, the treasury 

officer should, on the same day, send a letter of advice 
to the officer who authorized the advance in station or 
district order. 

— ^Ail extracts from or copies of station orders \^hich *ire intend- 
ed for presentation at the treasury should, when practicable, be signed by the 
ofecer on 'vshose responsibility the orders are issued. As this may nou 
always be possible or convenient, specimen ui signature of officers who may 
be authorized to sign true copies ot such oxdeis jsbould be forwarded to the 
treasury officers concerned to enable them to compare signatures on the 
extracts or copies with the specimen. 

670. Advances of pay cannot be made by treasury o, a . g . 468 . 
officers to regimental officers on leave in India, even on 

the authority of a district or station order, such officers 
must make ai’rangements with their disbursing officers 
for the remittance of their par during their absence on 
leave. 


671. Treasurv officers will on no account receive 
cash from military officers in reimbursement of advances 
made from their treasuries, as such advances should be 
adjusted by tlie officers receiving them in communica- 
tion with the military accounts officer concerned. 

Emergent Payments for Troops on Active Service. 

672. It may possibly happen that for troops on 
active service payments not provided for in these rules 
may be necessary. In such cases the fact of the pay- 
ment must be reported immediately to the controller of 
military accounts concerned, as in the case of emergent 
advances. 


673. In the same way, in time of War civil 
officers may be directed to incur expenditure for the 
military department in procuring or collecting baggasre 
animals or supplies, or in other ways; in such cases the 
civil officer should at once report to the military accounts 
officer concerned the best estimate he can form of the 
amount he will expend and the probable time during 
which his payments will be made It is very necessary, 
too, that all claims thus incurred should be promptly 
paid. 

NB — It must- be thoroughlv -anderstood that snch estimates are only 
to he considered as a check npon the complete estimates furnished to the 
military department by the authority under whose requisition these supplies 
or services are demanded 


O. A. 0. 




472. 
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Cl A. c. 473, 674 , (a) Every payment made by a civil officer 

on account of animals or stores purchased for the mili- 
tary department slioiild be supported by — 

(1) the paj'ee’s receipt, and 

(2) the receipts of the purchasing officer to whom 

the animals or stores are handed over, m 
which receipt should be specified, in the 
case of animals, the ddpot roll on which 
they will be accounted for, and in the 
case of stores, the return in which they 
will be brought to account. 

(&) When there is no representative of the military 
department to whom the animals or- stores can be hand- 
ed over, the civil officer should furnish proof that he 
has made them over to the railwav authorities at the 
point of transmission for despatch to their destination, 
the proof being a certified copy of the acknowledgment 
of their receipt by the station master or other responsi- 
ble officer of the railway 

Marine Department Pensions. 

675 . Pensions to men of the Imperial Marine 
department will be paid by the civil department and 
debited to Imperial Marine. 

Miscellaneous Payments. 

c* A. 0 . 480 . 676 . Vouchers in support of payments of rents 

in military cantonments and other recurring charges of a 
similar nature should contain a reference to the autho- 
rity under which each payment is made, and should be 
forwarded in original. 

Note — The military department will not pay to the civil depaitmenc 
rent for resumed free land included in a cantonment 

c, A.C.481. 677 . For land compensation payments and pay- 

ments in connexion with the movement of troops on the 
march, see paragraphs 214 and 215 

Payments to Men on Leave 

o. A. c. 482. 678 . Payments to men on leave are arranged for 

by their commanding officers by remittance transfer re- 
. ceipts, irrespective of the command to which they belong 
and the presidency in which they reside while on leave. 
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Payments to Pensioners, etc. 


670 . Payments to Indian Military Pensioners c a. c 483 , 
when made through the civil department are made as 
follows : — 

(1) By the treasury ofl&cer who on receipt of the 
printed pension circulars from the Deputy Controller of 
Military Pensions, Lahore, or Controller of Military 
Accounts, notifying the grant of pensions, will scrutinize 
them to see whether any pensioner has been granted a 
pension payable at his treasury , if he finds that any pen- 
sions are payable at his treasury he should allot the nest 
treasury serial number or numbers available to the new 
pensioner or pensioners appearing in the pension circular 
in question (wherever tieasurv serial numbers are now 
being allotted) and copy the particulars relating to the 
pensioners from the pension circular into a check regis- 
ter, noting as well the treasuiy serial number m the pen- 
sion circular for future reference. On receipt of the 
descriptive roll (I. A F. A-869) from the Officer 
Commanding the pensioner’s unit, and the pension certi- 
ficate (when presented in the case of Indian Military 
Pensioners gi*anted pension under Military Rules), the 
treasury officer will note the treasury serial number 
assigned to the pensioner on these documents if such 
numbers are now being allotted. He will then proceed 
to compare the'entries in these documents with those in 
the check register and complete the columns of the check 
register which remained blank after posting from tlie 
pension circular. The entries in the check register will 
be attested bv the treasury officer. The treasury officer 
will retain the descriptive roll as long as the pensioner 
is paid at the treasury. On transfer of the pensioner to 
the payment of another treasury within the audit area 


of the 


C >ntroIler of Military Pens ons, Lahore 


'the treasury 


O )a,ri)iisr ot M kbary Aociunts 

officer will after completing the “Particulars of transfer” 
on page 4, forward the descriptive roll (I. A. F. A-369) 
direct to the treasury officer to whose payment the 
pensioner has been transferred and inform the 

I>egut 5 r Controller of Military Pensions^ Lahore ,-j -^1^0 

Controller of Military Accounts concerned’ S 
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montlily statement of transfers, Form I, I. A. F. A- 
383(A). But if the transfer is to another audit area of the 
Military Accounts department the descriptive roll will be 

QA-nf fhrnncy'h 4-1.^ Deputy Controller of Military Pensions, Lahore 
S Controller of M htary Accounts oi the old ciistiict ’ 

for transmission to the treasury officer concerned through 
the Controller of Military Accounts of the new district ; 
intimation of such transfers should also be given in 
monthly Form I, on I. A. F A-383(A). 

The pensioner will be furnished direct by the 

Psputy Controller of Mditary Pensions, Lahore 

Controller of Military Accounts concerned ? P ^ 

certificate (I. A. F. A-373) and a last pay certificate 
(I. A. F. A-447) by the Officer Commanding his umt. 
The pension certificate (I. A. F. A-373) is the personal 
property of the pensioner and must he produced by him 
on each occasion of drawing pension. When he presents 
himself for the first time to draw his pension, the pen- 
sioner mil hand over the last pay certificate (I A. F. A- 
447) to the tieasury officer, which the latter will forward 

- 4 -^ Deputy Controller of Mditarv Pfnsiops, Lahorpi • . , p 

^0 Controlhr"oiMi,:ta^y ' Acco.S t s ’ ^UppOl't Of 

the first payment made to the pensioner. Every pay- 
ment made should be entered on page 3 (or 4) of the pen- 
sion certificate (I. A P A-373) on the date of payment 
and attested by the signature of the disbursing officer. 

Note — (1) Indian Military Pensioners who are resident of the to^n of 
Madras, Bangalore Cantonment, Secunderabad and Bolarum are paid by the 
respective pension paymasters 

(2^ Pnrther detailed instructions are given in the “Handbook of mstruc- 
•tions for the payment of Mihtaiy Pensions” issued'' by the Deputy Contioller 
of Military Pensions, Lahore 

(3) Treasury officers are authorized to renew pension certiucates without 
Deputy C ontro ller of Military Pensions, Lahore 
re erence to i e Controller of Military Accounts concerned ’ cases 
jn which the pensioner’s certificate is lost, destroyed or used up The 
renewed pension certificate should bear the old number and date and the 
old ones (if available) should be retained by the treasury officer for one 
year and then destroyed 

(2) Indian Military Pensioners are also paid by 
Military Officers, Political Agents and by the Post 
Office under departmental rules. 

679A. The following instructions should be 
followed by treasury and other civil officers who may he 
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concerned either with the actual payment of military 
pensions or with the discovery and identification of heirs : 

(a)^ Claims to family pensions and children’s allowances 
of heirs of military pensioners dying after demobili- 
zation in consequence of injuries received or diseasd 
contracted while on active service. 

(i) As required by paragraph 199 of the Regula- 
tions for the Army in India, volume II, civil officers 
should cany out investigations on account of such claims, 
only in eases in which inconvenience or hardship would 
be entailed by claimants having to proceed to the nearest 
military station or when the application is on behalf of 
a pardanashin lady. In all other cases military 
authonties will investigate the claims. Investigation 
should be made by some responsible officer not below the 
rank of a tahsildar, treasury and sub-treasury officers 
having no concern with this matter. 

(ii) Independent evidence of the relatives and other 
respectable persons of the village should be taken about 
the disease of the deceased pensioner 

(ill) A file should be opened for each inquiry and 
retained in the treasury office for 30 years so that all re- 
cords may be available, if required, at a future date. 

(b) Claims to lifetime arrear pel(nsions preferred hy the 
legal heirs of deceased military pensioners. 

(i) The procedure to be observed in the matter of 
reporting the death of such pensioners and the agency 
through which an investigation of such claims should 
be made are described in paragraphs 718-A to 718-F of 
the Manual of Government Orders, volume I. These 
orders should be closely followed 

(ii) Payments to claimants should always be made 
to them direct and not on the production of life certifi- 
cates, except in the case of old and infirm pensioners to 
whom payment can be made on a life certificate, whidh 
should clearly state that the pensioner is so old and 
infirm that he cannot attend the treasury. 

(iii) A regular file for each case should be prepared 
and consigned to records, and the treasury officer should 
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Terify quarterly that all such files have been consigned 
to records, after checking them with the misilhand 
register. 

(iv) The heirs should be identified at least by the 
mukhiya and the chaukidar of the village. 

0. A. c. 484. 6S0. Payments are also made by treasury officers 

to the classes noted below under instructions from the 
controllers of military accounts : — 

(1) British army reservists. 

(2) Pensioners other than Indian military pen- 

sioners. 

(3) Widows and children in receipt of capita- 

tion, subsistence, and orphan allowances 

Hote — special care sbonld taken in identifying military pensioners, 
claiming single payments The mere production of a letter purporting to 
have been issued bv a military audit officer should not be considered sufficient 
for this purpose Such payments to European pensioners will as a rale, be 
made by the military department itself 

Old Mihtayy Fund Pensions 

O.A.O. 485. 681. (a) Pensions derived from the old militaiy 

orphan and medical funds are paid by treasury officers 
on warrants in India Army Porm A-324, over-stamped 
in prominent type with the words “Chargeable to civil 
department” and issued on civil treasuries by the con- 
troller of Army Factory Accounts, who deals with 
accounts of the funds concerned without regard to the 
division in which the pensioner may be residing. Pen- 
sioners who reside at stations where there are no civil 
treasm’ies may be allowed to draw their pensions from 
local military treasury chests, in which case the charges 
will be debited to the civil department through the 
exchange accounts. 

(6) Payrnents in connection with the above funds 
on account of (1) benefits received by wards, such as 
marriage dowries, passage-money, etc.; (2) passage- 
money of widows and other miscellaneous charges are 
also made by treasury ofBcers. Letters of advice on the 
treasury officers concerned will be issued to the payees, 
and on the same day the passed bills will be transmitted 
to the treasury officers with a forwarding memorandum 
showing the numbers and dates of letters of advme. 
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Botli letters of advice and bill should be enfaced “De- 
bitable to civil department,” and will form the voucher 
for the payment, to be submitted to the Principal 
Auditor. 

(c) The payment should not .be included in the 
military schedules, paragraph 682, but be entered in a 
separate register. The total payments will be entered 
in the bi-monthly lists of pavraents and will be supported 
by the vouchers with a covering schedule. 

Note — ^Pensions of widows and orphans payable m India from the 
■“Indian military semce family pension fund” and the “Indian military 
widows and orphans fnnd” are paid by civil treasury officers on warrants 
rssueu by the Controller of Army Factory Accounts on civil treasuries Such 
pensions are payable monthly in arrears. 

Treasury Accounts. 

6S2'. The receipts and payments of the military o. a. c. 488 . 
department will be entered in the treasury in schedule's 
(forms 78A, 78B, 79 and 80). The monthly totals of 
the receipt schedule pass into the cash account, while 
the totals of the payment schedules pass into the lists of 
payments. A copy of the receipt schedules one for re- 
mittance transfer receipts and military remittances with 
receivable orders and one for miscellaneous recoveries 
should accompany the cash account, and a copy of the 
payment schedules, one for military cheques and trans- 
fer receipts and' one for miscellaneous payments, with 
vouchers should be forwarded to the Principal Auditor 
with the list of payments. 

Note. — ^A cash remittance, made under special orders, to a military 
treasure chest, is to be entered in the column for “Cheques against assign- 
ments”. 




( 535 ) 

CHAP. XXXl] POSTS AND TELEGRAPHS [683>684 
POSTAL SECTION 


CHAPTER XXXI. 


PPOSTS AND Telegraphs — Postal Section. 

Treasury Pass Book. 

683 . Each head of&ee keeps for each treasury c, 487 ^ 
with which it deals a separate treasury pass book, which 
contains a complete record of all sums received from or 

paid into the treasury (whether in cash or by transfer) 
by itself or anv of its sub-ofl&ces. If the head office is 
at headquarters, this book accompanies all remittances 
to or demands on the treasury, and is attested by the 
treasury officer in respect of the head office transactions 
as they occur, and in respect of the sub-treasury trans- 
actions after verification with the credits and debits 
communicated in the sub-treasury accounts. If the 
head office has dealings with a sub-treasury only, the pass 
book is not attested by the treasury officer, as it would 
have to be transmitted by post, which would be incon- 
venient. 

Note — ^W ben a postmaster has a sub-post office under bim, 'which has 
transactions with a sub-treasury in another district, he will keep two 
treasury pass hooks, one with the local treasury and the second with the 
treasury of the other district under which the sub-treasury is 

Receipts. 

684 . (a) Money paid into a treasury by a post- ^ ^8^ 

master will be forwarded with the usual chalan and the 

post office treasury pass book and will be acknowledged 
by the signature of the treasury officer (or the account- 
ant and treasurer in case of sums under Es. 500) in the 
column provided in the latter. 

(b) Money paid into a treasury by a sub-post- * 
master will be forwarded with cbalans in duplicate and 
the post office treasury pass book; the pass book will be 
signed by the treasury officer (or by the treasurer and 
accouniant if the amount is below Es. 500) , The dupli- 
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cate chalan will be retained in the treasury and the 
original returned signed as above to the sub-postmaster. 

685. {a) Money paid into a sub-treasury (tahsil 

or taluk) by a postmaster will be accompanied by the 
post office treasury pass book and a single receipt. The 
sub-treasui-y officer will attest the entries in the pass 
book and retain the receipt. 

(b) Money paid into a sub-treasury (tahsil or taluk) 
by a sub-postmaster will be accompanied by the post 
office treasury pass book and by receipts in duplicate. 
The sub-treasury officer will attest the entries in the 
pass book and return the original receipt duly signed. 

Adjnstment hy hook transfer of the payment of mnni- 
cipal looses on government buildings. 

685A. The following procedure has been pres- 
cribed to regulate the book adjustment of payment of 
municipal taxes on post offices : — 

The postmaster, on receipt of a bill from a muni- 
cipality or local board, should enter the 
amount of the bill as a drawing from 
treasury in the treasury pass book and 
send the treasury pass book with the bill 
and a receipt to the treasury officer con- 
cerned. The treasury officer will attest 
the entry in the pass book and credit the 
amount to the account of the municipality 
or local board, as the case may be, retain- 
ing the receipt as a voucher in support of 
the charge in his own account. The 
postmaster, on receipt of the pass book 
with the bill (in which a note will be made 
by the treasury officer to the effect that 
the amount of the bill has been credited to 
the account of the municipality or local 
board concerned), should charge the 
amount in his office contingent bill, the 
charge being supported by the bill'. The 
drawings from the treasury on this 
account will be taken against letters of 
credit. 
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Letters of Credit. 

686 . Letters of credit, both ordinary and tele- c. a. c m. 
graphic, are issued by the deputy accountants general, 

posts and telegraphs, in charge of audit offices at 
Calcutta, Nagpur, Madras, and Delhi on civil treasuries 
in favour of postmasters within their circle of audit to 
place them in funds for their cash requirements. 

687 . When funds are required for a sub-post c- a. c. 48 i. 
master at a different treasury from that with which the 
postmaster himself banks, the latter should obtain from 

the deputy accountant general, posts and telegraphs, a 
letter of credit on that treasury and then empower his 
subordinate postmaster to draw against it 

Supplementary Telegraphic Credits. 

688 . Should an unexpectedly large demand on c a. c. 492. 
ani’’ treasury arise, the deputy acountant general, 

posts and telegraphs, will telegraph to the treasury officer 
direct “Credit post — thousand” and will confiim the 
telegram on the same day. Immediately on receipt of 
the telegram the treasury officer will issue necessary 
advice to the postmaster concerned. 

2s'otl — The treasury officei is not to refuse merely npon^ the ground 
tljdt the treasury balances is very low He may assume that if he accepts 
the demand the deputy controller of the currency will, if necessary, place 
him m funds as soon as possible, and he should therefore refuse only if he 
knows that other demands will have to be inet before there is time to place 
him in funds to meet them. 

Faijments against Letters of Credit. 

689 . Payments to the post office against letters 0. a. c. 493. . 
of credit will he made on presentation of receipts, which 

will simply show the amount required without men- 
tioning the rfature of the charge. 

Note. — At places where the Imperial Bunk transacts treasury business:, 
payments on behalf of such post offices as are approved by the Director 
General for this purpose will also be made to important firms and individuals * 
of repute on presentation of cheques for sums of not less than Es 250 each. 

When issuing cheques, postmasters will enter the amounts in their treasuiy 
pass books and the treasury officer wuil attest the entries when the book is 
next presented by the postmaster If a cheque has not, in the meantime, 
been cashed, the item should be left unattested by the treasury officer, till 
such time as the cheque is cashed. If the cheque is not cashed during 
the same month, the treasury officer will cancel the entry m the postmaster’s 

9 
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treasury account as well as m the pass book, and the postmaster will show 
the item m his treasury account and fass book as the first item next month 
The cheques will not have to be presented at the treasur;\ before they are- 
presented at the bank for payment These payments will be taken against 
letters of credit 

c. A c. 494 6SO. A postmaster may empower any of his snb- 
postmasters to draw against his own letter of credit to 
any extent that he may specify, intimation being given 
to the treasury officer and his consent obtained. 

c. A c. 495. 691. The postmaster will inform the treasury 

officer of the manner in which he desires the amount of 
his letter of credit to be distributed between the district 
and any sub-treasuries, to be drawn against by himself 
and Ms sub-postmasters. If, at any time, payments 
are required to be made at the district treasury, or a 
sub-treasury, in excess of the allotment made to it, the 
postmaster will sanction an additional allotment by a 
corresponding reduction in the amounts assigned to 
specified sub-treasuries or the district treasury The 
treasury officer and sub-treasury officers will then pass 
payment'( against the revised allotments. The redistri- 
bution of allotments to sub-treasuries should be com- 
municated by wire (wherever possible) by the district 
treasury to the sub-treasuries concerned 

c. A. c. 496. 692. When funds are drawn by a postmaster 

from treasury or sub- treasury (tahsil or taluk) he will 
present his treasury pass book with a receipt. The 
treasury or sub-treasury officer will initial the entiy in 
the book and return it, with the money, to the post- 
master retaining the receipt as a voueher in support of 
the charge in his own account. 

NoTE^Notwithsianding the provisions of paragraph 47(c) in part I, 
receipts in indelible pencil impressed with the oblong money order stamp and 
signed by the head postanaster may be accepted as sufficient 

0. A. c. 497 693. When funds are drawn by a sub-postmaster 

from a treasury or a sub-treasury (tahsil or taluk) he 
'will pitsent his pass book with duplicate receipts. The 
treasury officer will initial the entry in the pass book 
and retmm one receipt with a note of payment written 
across it, with the money, to the sub-postmaster, and 
retffin ihe other receipt in support of the charge in his 
own account. 
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Refunds not exceeding Bs.lOO. 

694 . Payments to the post office on account of c, a. c 488. 
money order issued by the treasury officers in payment 

of small refunds not exceeding Es.lOO [vide note to 
paragraph 343 (c)] are not made in cash, but the amounts 
are credited to the post office in the treasury accounts 
by book transfer. In the case of undelivered money- 
orders issued by the treasury officer the post office will 
not send the cash with the money-orders to the treasury 
but will credit the amount by book transfer. 

Revenue Money Orders. 

695 . Payments on account of revenue money C- ^ 499. 
orders are not made in cash; the transactions are adjusted 

by book transfer on a receipt, in the prescribed form, 
signed by the postmaster for the total value of the 
money orders paid to the revenue authorities on each 
day. The debits to the post office raised on this account 
are not charged against letters of credit 

Money Orders in favour of the District Officer. 

698 . (a) The above rule applies also to money c* a. c soo. 

orders in ordinary form issued in favour of the district 
officer in payment of revenue under his management. 

The amount will be adjusted by transfer and necessary 
entries in the revenue registers will be made from the 
money order coupons or treasury advices as may be 
arranged by the principal auditor in consultation with 
the local government. Ordinary money orders in favour 
of other government officers will be paid in cash in the 
usual course. 

(6) With the exception of money orders in favour 
of a cantonment commitee all money orders in favour 
of any local body entitled to bank at the treasury or , 
sub-treasury will also be paid by book transfer 

Postal Transactions with Indian States. 

697 . 'Surplus collections made over to Indian o. a. c. soi. 
State treasuries, or amounts drawm from such treasuries 
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for postal purposes at places where there is na govern- 
ment treasury, are adjusted through the government 
treasury with which the Indian State banks by transfer 
debit or credit to the post office with corresponding credit 
or debit to the Indian State concerned 

Post Office Registers. 

0 . A.O. 502 . 698 . All receipts and payments on account of the 

post office will be posted by the treasury officer in 
registers of post office receipts and payments. The 
transactions of each head post office having a separate 
letter of ciedit at the treasury should be shown in a 
separate column sub-divided for payments in cash and 
by transfer. Receipts and payments originating in the 
civil department should not be included under any post 
office, but should be shown in a special column headed 
“Miscellaneous ’’ 

Consolidated receipts 

c A. 0 603 699 . At the end of the month, the postmaster 

of each head post office will prepare a consolidated 
receipt in form no. 80A for all payments made by him 
during that month into each treasury, giving full 
particulars of each transaction chronologically and send 
It to the treasury officer by the 4th of the month 
following. The treasury officer will fill in, against each 
item in the receipt, the month in which credit has been 
afforded by him, attest the entry, make out an analysis 
of the amounts of his credits by months at the foot of 
the receipt and return it to the postmaster by the 10th 
of the same month. 

The postmaster of each head post office will prepare 
in duplicate (by carbon process) in form no. SOB a 
similar consolidated receipt for all drawings from each 
treasury made during the month giving full particulars 
of each transaction chronologically and send it to the 
treasury officer by the 4th of the month following the 
month of transaction. The treasury officer will fill in, 
against each item in the receipt, the month in which the 
corresponding debit has been raised by him, attest the 
entry, incorporate in the consolidated receipt any 



[700 


{ 541 ) 

CHAP. XSXl] POSTS AND TELEGEAPHS 
POSTAL SECTION 

modifications by addition or deduction in red ink at tlie 
end, and also make out an analysis of bis debits by 
months at the foot of the receipt. The treasury officer 
will agree the figures with his total debits for the month 
and send both the copies of the receipt to his Accounts 
Officer by the 10th of the month following. 

Postage Stamps. 

700 . Eules for the supply and distribution of O- ^ c. bo4. 
stamp of all descriptions (including postage stamps) laid 
down by the Government of India will be found in the 
Stamp Manual. 
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TELEGRAPH SECTION 


CHAPTEE XXXII. 


Posts and Telegr-vphs — Telegraph section. 

Receipts 

701. Whenever money is sent to a treasury or c. a.c. sos. 
sub-treasury the telegraph officer who sends it must 
forward with each remittance a remittance book, on 

which the treasury or sub-treasury officer (or the ac- 
countant and treasurer when the lemittance is under 
Es.500) will ncte his initials as a receipt, and a 
“chalan” or memorandum of particulars of payment 
which will be retained (and m the case of a sub-trea- 
sury, forwarded wnth its accounts to the district trea- 
sury). The treasury or sub-treasury officer or the ac- 
countant and treasurer, as the case may be, will furnish 
the telegraph officer with a separate receipt as his 
voucher for payment. The remittance book will be a 
simple memorandum book wdth date, particulars and 
amount of remittance and place for initials of the re- 
ceiving officer. 

702. Telegraph officers are prohibited from o a, o. 506. 
•opening any deposit account with civil treasuries. 

Every payment made to a treasury must be to the credit 
of government as a “Telegraph remittance. 

Adpistment hy hook transfer of the payment of muni- 
cipal taxes on Government bxdlchnqs. 

702A. The following procedure has been pres-CAC sosa. 
cribed to regulate the book adjustment of payment of 
municipal taxes in • — 

Radio ojfi.ces and departmental telegraph ojf'ccs* 
vihich draw funds from post offices. 

These offices should on receipt of the bill for taxes 
from the municipality or local board send it to the post 
office concerned for adjustment wuth the treasury. The 
postmaster should then follow the procedure outlined in 
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paragraph 685-A for post offices and charge the amount 
as a payment to the departmental telegraph office or 
radio office, as the case may be, the charge being sup- 
ported oy a receipt to be obtained from the officer-in- 
charge of the departmental telegraph office or radio office. 
The offieer-in-charge should, in his turn, credit the 
amount in his accounts as a receipt from the post office 
and charge it to the head “Rates and Taxes” in his 
primary abstract, the charge being supported by the bill. 

Divisional offices (Engineering and Wireless) and depart- 
mental telegraph offices which obtain funds direct 
from treasuries. 

These offices should, on receipt of the bill, issue a 
cheque in favour of the treasury officer and request him 
to credit the amount to the account of the municipality 
or local board, as the case may be The amount should, 
at the same time, be charged in the primary abstract tO' 
the head “Rates and Taxes” the charge being supported 
by a receipt to be obtained from the treasury officer m 
token of his having received the cheque. 

Payments. 

C.A.C 507 . 703 . The issues of money from treasuries are 

made only to or by order of officers in recognized charge 
of divisions or store depots except the Calcutta store 
depot or certain selected telegraph offices and are entered 
in the treasury accounts as remittances (or transfers of 
public money) from the treasury to the posts and 
telegraphs. 

Note. — ^Payments for the Calcutta Store Depot are made by the Assistant 
Accountant G-eneral, Posts and Telegraphs, Telegraph Sloreyard, Alipore 


^0. A, C. 608. 


704 . Whenever a relief from charge of a division, 

’ store depot (other than the Calcutta Store Depot) or an 
office which draws funds from a treasury is ordered on 
account of transfer, leave, suspension or otherwise, the 
relieved officer should intimate the fact and send a 
'’specimen of the signature of the relieving officer to the 
treasury officer. ,In cases, however, where an officer 
dies or leaves his post, the intimation and the specimen 
signature should be sent by tlie officer’s immediate 
superior- 
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705. Telegraph officers who are supplied with c a. c. 509 . 
funds from treasuries draw money on cheques without 

letters of credit. 

Note. — These officers are supplied departmentaliy with numbered cheque 
books and, before bringing one into use, they will advise the treasury 
officer of its number for record in the register of cheques paid (Form li) 

Foreign Telegraph Advances. 

706 . Balances found to be due to foreign telegraph c a. c 51 0 . 
administrations for messages sent by their lines will be 

paid by treasury officers on presentation of certificates 
signed by the Accounts Officer, Telegraph Check office. 

Cheques. 

707 . Officers in charge of Telegraph Engineering c a c sii. 
and Wireless Divisions and Telegraph Store depots 

(except the Calcutta Store Depot) and superintendents in 
charge of the departmental telegraph offices at Calcutta, 

Bombay, Madras, Agra, Eangoon, Lahore, Ahmedabad, 

New lielhi and Simla and deputy superintendents in 
charge of the departmental telegraph offices at Dacca 
and Poona who may be authorized by the Deputy 
Accountant General, Posts and Telegraphs, concerned 
(in accordance ^vith the rules in the Posts and Telegraphs 
Initial Account Code) may draw cheques on specified 
treasuries and thus obtain the fimds required by them 
for departmental disbursements. No letters of credit 
will, however, be issued specifying the limit up to which 
cheques may be drawn during the month. 

Note — ^Tbe rules in paragraphs 644 to 646, and 650 regarding cheques, 
payments to sub-divisional officers, pass-books and monthly settlement anpH 
mutatis mutandis 

Suh-treasiiries 

708 . A divisional officer or a sub-divisional officer‘d ® 
may, by previous arrangement with the treasury officer 
concerned, obtain funds by cheques drawn on sub- 
treasurit's. 

700 . to 714 . (Goncellecl). 

Postage Stamps. 

715 . Sanctioned permanent advances of postage 
stamps may be made to heads of departmental telegraph 
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offices Avithont payment; their value will not be credited 
111 the treasury account but deducted in the plus and 
minus memorandum of postage stamps, the deduction 
being supported by the receipt granted by the head of 
the departmental telegraph office and the sanction 
c, A. c 520. 716 . To prevent inconvenience to the public 

when treasuries are closed for holidays of more than one 
day’s duration, treasury officers are authorized to ad- 
vance to heads of local departmental telegraph offices 
■without payment, such postage stamps as rtie postmaster- 
general (Telegraph Traffic Branch) of the circle may 
consider necessary; the requisition of the postmaster- 
general will be attached to the receipt for the stamps 
and will support the reduction appearing in the plus and 
minus memorandum. 

0 . A 0. 531. 717 . These temporary advances are to be adiust- 

ed immediately on the reopening of the treasury by 
the return of the unused stamps and the money value 
of those sold, and care should be taken that no delay 
occurs in effecting the adjustment. The cash received 
will be credited in the cash book as proceeds of postage 
stamps sold in usual course with a corresponding 
entry in the plus and minus memorandum : and in the 
latter in a separate entry the full amount of stamps 
.advanced Avill be shown as returned. 

Note — I f the stamps are issued and returned in the same month 
neither the deduction on issue nor the addition on return need he shoTvn 
in the phis and minus memoiandiim. 
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CHAPTEE XXXin 


Local Funds. 

Receipts and Payments. 

718 . The transactions of all local funds, includ- c a. c a?”, 
ing municipal and cantonment funds, should be recorded 

in the form used for personal deposits, but must be kept 
quite distinct, and must pass into the cash account as 
deposits of local funds, and not as personal deposits 

719 . The transactions of each fund should be en- O- c 523 . 
tered in a separate column in the treasury register 

■which allows one column for every such fund in the 
district. Unless the funds are very few in number it 
is most convenient to have registers and totals for 
municipal and cantonment funds separate from those 
of other funds. 

720 . The account of a local fund at the treasury '^ 21 . 
is ordinarily a pure banking account, money being 

paid in and drawn out 'Without specification of the 
nature of receipt or expenditure, see paragraph B64. 

The treasury officer need only see that the voucher for 
payment is in proper form and signed by the proper 
officer and that the amount does not exceed the amount 
at credit of the banking account. 

Plus and Minus Memorandum. 

721 . A ph/s and mfnws memorandum should be 
appended to the monthly accounts showing for each 
local fund the balance at the beginning of the month, 
the amounts received and credited during the month, 
and those paid out during the month and deducting 
the balance at the end of the month. In the case of 
local funds, w’hich have a provincial balance only, the 
balance column should not be filled up. 

Verification of Balances. 

722 . The balances at credit of each fund should 
be verified annually in the manner prescribed in para- 
graph 367. 
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ing to local conveni- 
ence by the Prin- 
cipal Auditor 
Total 


Deduct — 
Sub-treasunes 
Transfer payments 
(rule 1, para 434) 
Imperial Ba-b 
dex>osits. 
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Remittance transfer 
receipts within the 
district (applies to 
treasuries not bank 
ing with the Im- 
perial Bank). 


Ns' 


Heceipts 
Payments 


1st 


Es. a 
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Rs. 


3rd 
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4th 


Rs 


6th 
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TBEASURhlR’S 
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Cash Accounts for the month of — 19 , 
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of 
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Heads of Revenue or 
Receipts 

Amount 

RemarKS 
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Receipts 

Other 

Receipts 

0 
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i 

a. 

1 

i 

P 

Rs. 

a 

1 

i 

i 

P* 
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Accountant's Da%ly Balance-sheets for. 


19 


Opening balance as per last page 
Receipts as per cash book 


Total 


Disbursements as per cash book 


Closing balance 


Deduct balances in sub-treasuries as follows ; 


Sub- treasury, 

as per daily sheet of (date) 

Ditto 

ditto 

of 

Ditto 

ditto 

of 

Ditto 

ditto 

<^f 
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ditto 

of 

Ditto 

ditto 

of 

Cash lemittances with lu the 
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To 

Date of charge in 
sub-treasury sheet 
or treasurer’s cash 
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1 

1 

[ 



Rs, j a. p. 


iotual balance in di&trict treasury . 
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Agreed with treasurer's balance* 
^ sheet. 


Accou.itaiit. 


Treasury Officer * 


ar 


’^'Xhe date and signature should be entered in full. 
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Bill for pension chargeable to- 


Payment 


jpaid at ihe- 


Number 

of 

pension 


Signature of pensioner to non-employment 
certificate 


We declare that iu 0 'have not received any 

T etnuneration for servint; %n any chpac^ty 
either in a Government esiabliehment or an 
estalluhment paid from a local fund during 
the period for which the amount of pension 

1 laimed in this bill is due. 

Nd.me of pensioner 


Notes— !• The non-employraent certificate should 
2— In the case pf pensioners who furnish 
should ascertain and report whether the 
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I 

Period of 
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Amount paid 

Sign iture of payee with stamp il 
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received the amount set against our 
respective names as pensions due for 
the periods noted under the order 
queued in our respective pension 
payment orders. 

Es. 

a. 

i 

1 

1 

P- 

i 

Bs. 

1 

a. 

i 

P- 



also be printed in vernacular. 

particulars of re-employment in the certificate [see para. 526], the disbursing ofSeex 
rules regarding such re-employment have been duly observed. 
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Notice summoning pensioners once a year for identificaiion. 


To 


No 

OFFICE OF THE 
Dated —the 19 


Please note that, jia accordance with the prescribed rules for the 
identification of pensioners, your personal attendance at this ofiSce is due 
before you draw your next pension bill. 

(Signature) 

(Designation) 



[See Chap, 22, para, 687] 
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FOEMS 

FORM 68 

' - * - {_BeQ GJiapi paro^ 

(To be printed on foolscap breadthways for use only where a duplicate 
(caarbon) copy of form no. 38 is not utilfeed for the purpose) 

List of Repayments Deposits at Treasury 

for the month of — 19 . 







FORM 59 

Chap0 22 , pata. 553 ] 

[To be printed on ordinary foolscap] 

Sxtract Bmater of Beoeipts and Paymenta of personal deposits at the Treasury in the month 


FnBMS 









ISee OAap. 28, para» 558] 
LOondeuised Form] 


( -573 ) 


FORMS 



• The Utter of the Deputy OontroUer of the Ourrenoy or a clause of the rules authorizing issue of bill should be quoted m this 
column* 

There is ample space for this form in the length of a half sheet of foolscap (about 13 inches) '; 7 hioh should accordingly be used 
instead of book-paper, the latter being very expensive, The good maobine-made foolscap supplied by the Stationery Office is 
auffioiently good for the purpose. The register should be printed and bound before issue, the sheets being bound by the middle as 

received from the dtationecy Office, not by the edge. 



ADVICE LIST. 


( 674 ) 



* Total to t»o entered in words. 

Note 1— When a bill is under special authority endorsed for payment at a sub-treasury, the date of such endorsement 
and the name of the sub^treasury should be entered in the column remarks. ** 

Note 2 — When a cash order on a sub-treasury is issued in payment of a bill under the note to paragraph 576, the date 
of the cash order and the name of the sub-treasury should be entered m the column “ remarks. ** 



LOCAL BILLS ISSUED. 
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* Hero insert bills, or remittance transfer receipts, as the case may be. 


[Condensed form] 
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♦ Here lusecl; supply bills, or romifctiaooe translot receipts, as the ease may be. 
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FORMS 

POEM 66 

ISee dhafter 28, paragraph 590] 


Indent for Supply Bill {or Remittance Transfer Receipt) forms 
required for me of the treasury at 


Description of form 


Issned in the 
past twelve 
months | 


Spoilt and re- 
tamed after 

Balance 

Last- 

defacement in 

in 

nnmher 

the past twelve 

store 

in store 

months 




Indent- 
ed for 



TOBMS 


FORia 67 

[5^0 chapter 25, ^aiag^aph 603] 


Treasury. 

The 19 


The assistant COMMISSIONER, 

Northern India Salt Revenue, 


The last salfe receipt issue for ^salt during the month of —19 

At District Treasury, was no , 

At^ Tahsil, was no. , 

At Tahsil, was no. — — , 

At Tahsil, was no. , 


Treasury Officer 



( 581 ) 


FORMS 

FORM 68 

(See charier 25, paragraph 60S) 


-Salt, 


CONSOUDATED ThEASUhY RECEIPTS. 


^ ireasury, 
49 , 


Received on account of Norchera India Sale Revenue the sum of 


Rs.- 


as detailed below for which credit has been given in the treasury 

account for — . — -19 . 

From Northern India Salt Revenue Officer— 

Rs. a. p, Rs. a. p. 

Fines and forfeitures (including sale-proceeds of 
articles seized and confiscated) 


Miscellaneous 

From the public — 

Fees and licences of saline works 

Price of-- mannds of salt 

** Excise duty on salt 

Cost of despatch of salt 

Cost of bags. 


Miscellaneous- 


*Includes Rs.- 


Total 

-on account of interest on securities 


deposited under the system of credit sale. 


Treasury O^cer, 


To 


Northern India Salt Revenue, 



{ bm } 


FORMS 

FORM 69 

\__S$0 chapter 25, ^paragraph 603] 


Schedule of revenue (excluding deposits) received in the 

Treasury during the month of on account of 

the WoHhern India Salt Revenue Department, 


Salt officer on account 
of whom received 

Amount received 

Heads under which 
credited (a separate 
column for each) 

Total amount 
received from 
or on account 
of each salt 
revenue officer 

] 

Rs. 

i 

a. 

P 

Es, 

Es» 

a* 

P- 







( 684 ) 


FOBMS 

FORM 71 


{See chapter 26f paragraph 639] 

TRSASURY. 

* 

ScJmtule of forest remittdnces credited during. 19 


Date of 
credit in 
treasury 
account 


Ohalan 


No, 


Date 


From wliom 
received 








( 686 ) 


FORMS 

FORM 72 

chapter 26, paragraph 615] 

-TREASURY. 

Schedule of forest cheques paid during 
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FORMS 

FORM 73 

I8ee clatter 27 , •jgaragta'gh 621 ] 

DEP AR FM ENT 

Letter of Credit no. 


" Dated the 


19 * 


The 


OOIiliHOTOE 

Deputy Oommissionbe 


OF 


Sir, 

I HAVE the honour to request that you will cash the cheques 
drawn by the 


to the extent of Rupees ^ — 

(This letter of credit has effect from the 


.> 


I have the honour to be, 

Sir, 

Your most obedient servant^ 


Designation of the departmental Audit Officer^ 



FOSM 74 

[^8ea ohaptar 19^ far agraph 439, chapter 27, pmagraph 623, and chapter 29, paragraph 644] 

Megiatar of paymenta made to offlceva of the — — -^department on cheques against letters of 

credit from — • 
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FORM 75 

chapter 27, paragraph 620] 


\ OOO ; 


B'OKMS 
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FORM 76 

[See eUfier 27, paragraph 630] 
PASS BOOK. 


( 589 ) 


FORMS 



t 




FORM|77 

£jS80 chapter 29, paragraph 648] 

Pass hook or hot of cheques cashed against the account of officer in-charge 


( 690 ) 


forms 



t Eiaoh entcy should be inltialod aftec ooBoparison with the register of cheques paid (Form no 74). 


( 591 ) 


FOBMS 

FOBM 77A 

(See chapter 29, paragraph 650) 

I "bertby certify that the total issues made from this treasury on ohequea drawn 

Against the accounts of Mr. oldoer in charge ,diTlsloQ» during 

. .19 9 amounted to Es« ...... (in words},.,.* 

Station............ 

Date. 

Trea^tiry Officer. 



FORMS 


FORM 78-A 

(8i& Chajpter 30, paragraph 6S2), 

GOVERNMENT- 

Militaby Remittances, . division. 

L%8t^o/ Receipts 071 account of Military Remittances (from Military 
to Oivil) fn the ...Treasury for the month of 19 


Bemittance ( 
Transfer , 


Number 

of Date 
oitalan 



Prom Eeoeipts 

whom issued on 

received Military 
Treasure 
chests 


Military 

Depart- 

meutal 

receipts 


Daily total 
carried to 
cash-book 


Bemarka 



N .B . — Departmental receipts are received from or on the authority 
of the Military Departmental oflScers specified in paragraph 663, vide 
paragraph 652. 


FORM 78-B 

(Ste Chapter 30 , paragraph 682) 

GOVERNxMENT. 

Miscellaneous Military Receipts,.,,... division. 

List of Miscellaneous Military Receipts in the - Treasury 

during the month of . ..19 . 


Sarial ^ . Prom whom 
uo. received 


I 


Recoveries by Civil 
authorities for the 
Military Department 

Description Amount 


Daily total 

I carried to Remarks 
cash-book 














Dafie of pay men It 


( 693 ) 

Forms 

FOBM 79 

[See aiapler 80» paragraph 682] 

Register of payments made to officers of the Military departmental 

Gircle on account of cheques against 

assignments and transfer receipts during the month of 

^.19 . 



Daily total oaeiied to oash-boolc 







( 594 ) 


FOEMS 

FOBM 80 

[Saa ehapts} 30, paragraph 682] 

GOV fCRNMENT. 

Military Payments ^Division. - 

List of payments on account of misceLlaneous military services at 
the Treasury from the to the of 19 


Date of 
payment 

Consecutive no. 
of voucher 

To 

whom 

paid 

Emergent advan- 
ces under station 
orders. (See 
para. 668) 

Miscellaneous payments 
(o.g, leave allowances, 
pensions, military 
expenditure by 
civil officeis, etc ) 

Daily total 
carried to cash- 
book 

Description 

Amount 


i 


Es. 

a, 

! 

1 

1 

1 

i 

1 


i 

a. 

j 

•P 

1 

Rs 

a, 

1 

P' 

! 

I 

5 " 




i 695 ) 


FORMS 

FOEM 80-A 

[Sa5 ohapUr 31, paragra^ph 699] 

Consvhdated receipt of {the Treasury Offi^cer for the payments made 
into the treasury by post office^ as incorporated %n the Post Office 
accounts for the month oj 193 . 


To he filled m by Postmaster 

To be filled m by the Treasury 
Officer 

Date of 
transaction 
at Head or 
Suh-Post 
Office 

Name of Head 
or Sab- Post 
Office at which 
transaction 
occurred 

1 

: Amount; 

1 remitted 
in cash 

Amount 
paid by 
Book 
transfer 

Honth of 
credit in 
Treasury 
: Accounts 


Bern ark a 

1 

2 

S 

i 

5 

6 

i 

7 

i 

i 

! 

! 

Total . ' 

1 : 

1 

i 

Rs, a p 

( 

i 

t 

[ 

3 i 

Ps a. p. 

1 

1 

1 

] 

i 

i 

1 

J 

i 

< 

1 

i 


Analyns of erediis. 

Name of month Amonst 

Hs. 

Bs. 


1* 

2 . 

3* 


Total Es, 


To agree with the tc«al 
of coltunns 3 and 4 
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FORMS 

FORM 80-B 

[Se6 ohaj^ter 31, paraffraj^h 699] 

Ooneohdated receipt of the post office for the amounts drawn from the 
treasury by post o^ae, as incorporated in the Treasury accounts 
for the month of April, 193 . 


To be filled in by Postmaster 

To be filled in by Treasury 
Officer 

1 


Name of Head 
or Sub- Post 
Office at which 
transaction 
occurred 

Amount 
received 
in cash 

Amount 
received by 
transfer 

Month of 
debit in 
Treasury 
Accounts 

Initials 
of the 

Tr easury 
Officer 

Remarks 

1 

2 

3 

4 

5 

6 

7 



Rs. ft p. 

Rs. a, p. 




- 

•• 

•* 

- 


*• 


•• 


•• 

•• 

•• 

.. 


• 

• 


•• 




SO-4 

•• 

4,500 0 0 


April 





500 0 0 


May 



* 


5,000 0 0 







500 0 0 





i 


o 

o 

o 






Anali/8zg» 

Rs. a p. 

Post; Office figaces . , . , . . 6,000 0 0 

Pectncb amount included in Post Office accounts 

month), but not in Treasury accounts — 600 0 0 


4,500 0 0 

Add amounts included in Treasury accounts (cur- 
rent month) but not in? Post Office accounts. 


Total 


4,500 0 0 To agree ‘ with 
Treasury figurest 











INDEX 


Paragraph 


AecOUNTS- 

■ and registers to be maintained at treasuries in stations where 

treasury work is done by the Bank .. .. 

to be kept by the Imperial Bank of India in conneslon with 

government treasury work 

Daily returns and to be rendered by the Bank in connexion with 

government treasury work 

Registers regarding to be maintained at treasuries 

Rules regarding of sub -treasuries . . .. .. 

Rules regarding the closing and submission of monthly of treasuries 

Rules regarding the closing of of the treasury 


ADVANCES— 

Rules regarding to officers of t 

Rules regarding— to officers of i 

ADVICE LISTS— 

Rules regarding— of bills.. 

archaeological surveys— 

(See under Central departments) 


-to officers of the military department .. 
- to officers of the telegraph department 


assignments- 

Rules regarding < 
Rules regarding- 


- for payments to officers of the military department 
-to officers of the telegraph department.. 


504—507 


475—477 
444—446 
447—452 
460 - 464 
463 - 461 


666—671 

710-711 


667-660 
# 706 


BANK- 

A branch of the Imperial of India dating government treasury 

business may be kept open on recognised holidays, if required by 
theccdleotor .. 

Special rules relating to treasuries banking with a branch of the 
Imperial 

BARAGORA SALT— 

Collection of duties and other charges for 

BILLS — 

presented for payment at the treasury should, as far as possible, 

be paid on the same day 

A hfe certificate must accompany for pension, if not presented in 

person «• •« •» •« •* .. 

Certificates of non-employment to be furnished on for pensions . . 

Examination of presented at the treasury for payment .. 

Forms of supply and remittance transfer receipts are prescribed by 

the Government of India .. ». 

Baymont orders on of which the payee fails to appear to receive 

payment should he cancelled #• 


470—507 


Parage aph 


BILL(S)— 

Preoaatioas to be taken when doubtful are presented for payment 

Procedure to be followed by a treasury officer when oontainiug 

mistakes or doubtful items aro presented for payment * . 

Procedure to be followed for the payment of pension — 

Procedure to be followed in government treasuries for the payment of 

on account of pay and allowance of officers of the public works 

department .. *• •• •• •• 

Procedure to be followed in treasuries in connexion with the issue of 

supply and remittance transfer receipts 

Receipt stamps on should be defaced by the treasury 

Registers to be maintained at treasuries ja connexion with the issue 

ol supply -and remittance transfer receipts. • 

Rules regarding supply aud remittance transfer receipts 

Rules regarding the cancellation, exchange and lapse of supply 

and remittanoa transfer receipts 
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